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Cover: Card punching operation, Bankers Trust Company, New York 


e@ Drop the “order” in giving orders - reciprocit y 1s office goal 
e@ Punched card systems at management level — five main re quirements 
@ Defense against rising costs — clerical work measurement is needed 
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Another great STURGIS achievement: 


Self-leveling 

The flex characteristics of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


Cures ‘‘foot-trouble”’ 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble” 


a 
No refinishing —ever! 


Let the janitor drop a chair or 
bang one against another 

nothing will disfigure or dent 
or deform this fiber glass base 
and a wipe with a cloth will 
always make it look like new, 


For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Iflinois 


Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of distine- 
tive beauty introducing a 
brand new decorative note 
into office chairs. 


THE STURG 
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The sound-deadening properties of fiber glass make a 
chair equipped with this fiber glass base virtually 
noiseless in movement, regardless of the roughness or 
unevenness of the floor. This is one of several unusual 
features of this new base. Its durability is almost 
unbelievable. No amount of office abuse will dent, 
deform or disfigure it. And it has the almost miraculous 
ability to make a chair self-leveling on uneven floors. 


Your Sturgis dealer is now showing both executive 
and stenographic chairs with fiber glass bases. 
What’s more, these chairs may be selected with 
the visible steel parts finished in STURLON ®*, the 
extraordinary new finish which has 10 to 20 times 
the abrasion resistance of other finishes, is warm 
to the touch and is non-corrosive. You can’t 

beat that combination! 


1S POSTURE CHAIR COMPANY . 


STURGIS MICHIG 
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Your office, too, can be 


Tooled for Efficiency! 


saves your space, increases your Office output! 


When you install Steelcase equipment in your 
office, you know in advance the result will 
give you more efficient use of space and in- 
creased work output. Plus, of course, the im- 
mediate favorable effect of Steelcase color, 
styling and beauty on your customers and 
employees alike. 

Here’s why: 

Steelcase engineering and planning makes it 
possible to seat 25% more employees in a 
given area. Users report work output has in- 
creased as much as 35%. 


Because Steelcase desk tops, drawers and 
pedestals are interchangeable, you can meet 
changing job requirements immediately. In 
less space than normally required, you gain 
increased filing capacity. 


These factors—plus money saving Steelcase 
lifetime construction—are the reasons why 
many leading national organizations have 
consistently standardized on Steelcase. Ask 
your local Steelcase dealer for their names. 


look for your Steelcase dealer 
in the “Office Equipment” 
classification of your phone directory. 


STEELCASE 


Business Equipment 


For new ideas in office planning, write for “Tooling Up Your Office” 
METAL OFFICE FURNITURE COMPANY Grand Rapids, Michigan 
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An Attractive Office 
' makes:'aq. |). i 
First Impression Last! 


WHILE IT TAKES more than 
merely smart appearance to sell a 
* product, that first impression your 
salesman makes is mighty important. Your thi, 
office is your salesman, too. Its furnishings . . . Ag 
its whole appearance . . . reflect you . . . your personality 
. . » your thinking. It says to your visitor: “The same care, 
good taste and sound judgment exerted here will go into your 
problem . . . into all our relationships.” For many years, office interiors 
created by Macey-Fowler have been producing valuable "first impressions that last’’ for both small organizations 
and the country’s largest corporations. Why not let an office designed by Macey-Fowler ‘speak volumes’’ for you? 
Visit our showrooms where you can see typical offices set up in 


“model room" displays. Or, write for handsome illustrated catalog 


Mace fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
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e HOW'S that desk in the 
White House? 

We ran the picture shown 
here on our cover in March, 
to let office people see that our 
President seemed to favor a 
clean desk. 

We are pleased to report that 
his desk is still free of entan- 
gling alliances with the world 
of souvenirs and gadgets. Writ- 
ing the other day in the Neu 
York World-Telegram, Mer 
riman Smith, United Press 
staff writer, said of the desk 
top as of now, “Only one ash 
tray for visitors—the President 
doesn’t smoke—and three foun- 
tain pens, plus a desk blotter 
and the papers he may _ be 


working with at the moment.” 
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First at FIELD’S Contract Division 


CONTINUITY FURNISHINGS 
AT COMMERCIAL PRICES 


| 0 A Complete New Line of 


Now executive offices, work areas and reception rooms can 

be co-ordinated with furnishings that balance and complement 
each other however arranged...that have the attractiveness 

and versatility of custom modular furniture and yet will fit any 
budget. Field's new Continuity Group is a complete line from 
carpets and lamps, to desks and sectional sofas. The desks and 
cabinets can be used as individual pieces or in units set up to 
fit individual work and space requirements without complicated 
assembly problems. The wood pieces are finished in our 

new pleasing gunstock walnut with Naughahyde coverings to 
complement any color scheme. 

This Continuity Group is but one example of the large 
selection of office furnishings available at Field’s Contract 
Division. Visit our showrooms, or write for information. An 
experienced staft of salesmen and designers is available to help 
you with any phase of your furnishing requirements. 


MARSHALL FIELD & COMPANY 


FURNITURE DIVISION 


Second Floor 
Merchandise Mart 


Chicago 54, Illinois 


Matching Furniture and Accessories! 


CONTRACT AND OFFICE 


Compulsory Retirement 
At Age 65 Discarded 
By Parker Pen Co. 


Retirement at age 65 is no longer 


compulsory at the Parker Pen Co., 
Janesville, Wisconsin. Employees may 
continue to work beyond that age if 
they wish, and if the company agrees. 
This is one of several features in a new 
pension and disability plan which 
Parker has recently put into effect. 

President Bruce Jeffris commented 
that the traditional concept of auto 
matic retirement at age 65 has often 
proved costly or harmful to both the 
employee and the firm. Parker feels 
that the experience of the older work- 
er is valuable, and the firm is willing 
to pay a bonus for it if the employee 
is willing and physically able to con- 
tinue past 65, 

From the standpoint of the em- 
ployee, this plan has the further bene- 
fit that, since his personal pension 
grows in proportion to the length of 
his service, he may build up a higher 
pension by continuing to work beyond 
the customary retirement age. 

Retirement benefits are determined 
by multiplying seven-eighths of one 
per cent of each employee's base com- 
pensation by the number of years of 
his service. Compensation in this re- 
spect is defined as the average of the 
three highest-pay years between age 
55 and retirement, or the average of 
the three highest-pay years in the ten 
preceding a retirement due to dis- 
ability. 


_ Wood “Wallpaper” Imported 


For Office Decoration 

A new wood product which can be 
applied to plaster or other wall ma- 
terials with ordinary wallpaper adhes- 
ive has been introduced into the United 
States by David Feldman & Associates, 
Importers, 525 Walnut St., Cincinnati 
2, Ohio. It is known as “Microwood.” 

This new covering for ceilings and 
walls was developed in Europe. It con- 
sists of a finely-shaven layer of wood 
laminated to a thin paper backing. 
The total thickness of the wood and 
peper is only .005 inches. 

According to its American distribu 
tors, Microwood can be stamped, 
printed, painted, lacquered, varnished, 
waxed, oiled, punched, ground and 
polished. It is readily bendable and 
is said to have high tensile strength. 
Microwood is available in ten African 
and European woods, in rolls of stan- 
dard widths and lengths. 
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If yours is a typical business, two of every three papers 
now in your active files shouldn’t be there at all. They're 
“thieves”... stealing valuable space and money from 
your company. Over half of these “thieves” should be 
destroyed immediately... many should be transferred to 
more economical storage space ...some should be micro- 
filmed for your protection. 

But what to keep, and for how long and what to throw 
away? These and many other thorny questions are best 
answered by a well planned Record Retention system... 
the type that Remington Rand has spent 80 years per- 
fecting for thousands of businesses like yours. 


“A BASIC RECORD RETENTION 
PLAN”... FOR YOU 


This free booklet tells how to 
save on filing space and equip- 
ment...how to organize and 
carry out a successful reten- 
tion plan... how to evaluate 
records in terms of fire and 
other types of protection... 
and how to make the change- 
over to the ideal system for 
your business without piling 
extra work on your office staff. 
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In Remington Rand’s Business Services Departments, 
you'll find experts who live with recerd retention prob- 
lems day after day...specialists who can analyze your 
record requirements and come up with Record Retention 
procedures that fit your operation hand in glove...the 
system that gives you maximum efficiency at maximum 
economy. 

A goed deal of important record retention information 
is waiting for you between the covers of our 24-page 
booklet, ““A Basic Plan...”’. For your free copy — and 
there’s no obligation ~— visit or call the Business Equip- 
ment Center nearest you or mail the coupon. 


KRtemingtorn Bland 


o ff € 
Management Controls Reference Library 
Room 1012, 315 Fourth Avenue, New York 10, N. Y. 
Yes, I'd like a free copy of “A Basie Plan for 
Record Retention and Destruction” (X1200). 
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Disposal of War Contract 
Files After Three Years 
Now Allowed 
A new government regulation per- 
mits the disposal of World War II 
contract records three years after settle- 
ment of the contracts, instead of after 
five years, as formerly required. The 


new provisions are contained in a revi- 
sion of Regulation No. 11 of the Gen- 
eral Services Administration’s Office ot 


Contract Settlement and were pub 
lished in the Federal Register of March 
7, 1953. 

The new regulation applies primarily 
to a remnant of World War II con- 
tracts which originally involved about 
300 billion dollars’ worth of procure- 
/ ment. Under the Contract Settlement 
Act, war contract records were to be 
held for five years after the completion 
or settlement of the contracts, or until 
five years after the end of hostilities, 


. 

Why not a Duplicator | whichever was the longer period. 

e Most of such records became eligible 

in your Department? for disposal on December 31, 1951, five 
years after the official end of hostilities. 
Get “last minute” copies—confidential | Those that were still being settled on 
December 31, 1950 are now subject to 
a three-year holding period; this al- 
lows contractors to reduce their files 


copies and working copies when 
you want them. 


Low cost justifies real consideration of two years earlier than had been al 


3 lowed. 
a departmental duplicator. eae a 
Copies of the regulation in its new 


Anyone in your department can produce form can be obtained by business men 
them with the new, low-cost A. B. from the contracting agencies from 


Dick spirit duplicator. Instructions are which their firms had World War II 
contracts. The Superintendent of Docu 


mounted right on the machine—all con- 


ments of the Government Printing O! 
trols are clearly marked. S 


| fice also has on sale individual copies 
Supplies up to 150 sharp copies per minute of the issue of the Federal Register in 
of written, typed, drawn and ruled which the amended regulation appears. 
material. pean aebomalie feed for post- Applications Clinic Added 
card to legal size, 16 lb. to 70 Ib. stock. To AMA Course 


A new extension of the manage 


ment course conducted by the Amer- 
A ° B ° [) | ( K ican Management Association now 
provides an opportunity for course 


THE FIRST NAME IN DUPLICATING 


graduates to return and compare their 


pr we ww ww ew ww ww ew we ee ee eee on-the-job experiences in applying the 
7 course in their own companies. This 
A. B. DICK COMPANY OM-8 


5700 Touhy Avenue ‘ “gs. 9 9% 
Chicago 31, Illinois cations Clinic” to be held at the Hotel 


Astor, New York several times each 
year. The first clinic will meet on 
NAME _ August 17. 

POSITION The AMA management course 1s 
designed for middle- and top-level ex 
ecutives. The main body of the course 
consists of four one-week units cover 
city ing the basic principles, skills, and 
tools of management, planning and 
controlling, organization building, and 
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Copies in 5 
Vivid colors 
in One Operation 


extension consists of a five-day “Appl 


Please send me inform 


ation abe cost spirit duplicator. 


ORGANIZATION 


Mail coupon 
for information 
without obligation. 


ADDRESS 
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BUY 
CARBON PAPER 
FOR THE TROPICS 


THAT IS MADE TO BE USED IN TEMPERATURES 


OF 85 TO 100 DEGREES FAHRENHEIT 
(WITHOUT ROLLMARKS OR SMUTTING.) 


WHERE IT IS NECESSARY TO USE 
CARBON PAPER IN THE TROPICS, USE 


KEE OX, DRI KLEEN CARBON 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 


MANUFACTURED IN 4, 5 and 8-lb. WEIGHTS 
Genuinely BONE CLEAN. 


Also every size and color known 
of inked ribbons for all machines. 


Special Discount on Export orders. 
If you have quotations to make 
get our prices first. 


A few foreign EXCLUSIVE territories open. 


KEE Ox, EXPORT DEPT. 


ROCHESTER 1, N. Y., U.S. A. 
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appraising results and taking action. 
These units are presented successively 
over a thirty-six week period each 
year. Sessions for 1953-54 begin at the 
Hotel Astor on September 14. 

Graduates of the course return for 
the Applications Clinic at any time 
afier completion of their studies to 
discuss their experiences. 


Rex Cuts Duplicator Price 
The Rex Rotary Distributing Corp., 
19 W. 3st Street, New York 1, N. Y. 
has announced a reduction in the price 
0. its heavy duty Rex Rotary D270H 
duplicator from $320 to $275, 


Administrative Sciences 
Congress to be Held 
In Istanbul 
The Ninth International Congress of 
Administrative be held 
l4th of 
invitation ot 


Sciences will 
from the 6th to 
1953, at the 
the Turkish government. 


in Istanbul 
September, 
trom 


Leading 


specialists various 


parts of the world will discuss from 
juridical, technical, and practical points 
of view the following nine problems: 

1. Achieving higher _ professional 
ethical standards in the public service. 


Administrative problems in the 


PLYMOUTH 
RUBBER BANDS 


conform to Feaunm spelt 


PLYMOUTH RUBBER COMPANY, INC. 


FOUNDED 1696 


The Largest Rubberiters of Cloth in the World — 
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conduct of economic development pro- 
grams. 

3. Comparison of administrative 
law cases. 

4. Economic administration. 

5. Grants-in-aid as a way of admin- 
istration. 

6. International 
risdiction. 


administrative ju- 
7. Technical assistance in the field 
of public administration. 

8. The budget as a working pro- 
gram of the government. 

9. Training of public servants, na- 
tional, international and supranational. 

The Congress is conducted by the 
Institut International des Sciences Ad- 
Belliard, 205, 
rue Belliard, Brussels, Belgium. 


“Just Between Office Girls” 

A monthly bulletin called Just Be- 
tween OFFICE GIRLS is now being 
published by FairMail Service, 417 
Cleveland Ave., Plainfield, N. J. This 
new publication is written for the pur- 
pose ot 


ministrative, Résidence 


morale and 
performance of office workers by show- 
ing them how enthusiasm, efficiency, 
and loyalty in their work are as im- 
portant to themselves as to their em- 
ployers. 


improving the 


Helping the employee, says 
the publisher, helps the employer. 
The price for Just Between OFFICE 
GIRLS varies from 20 cents a copy on 
orders for 15 to 10 cents a copy on or 
ders for 500, 


Bolta Offers New Plastic 
A new supported plastic upholstery 
material called Elastic Boltaflex has 
introduced by Bolta, _ plastic 
Mass. The 
company states that the most signif 
cant 


been 
manutacturers of Lawrence, 


material is 
that it is capable of virtually complete 
recovery after repeated stretching. 
Elastic 
plastic 


feature of the new 


Boltaflex consists of a vinyl 
face sheet supported on an 
elastic-knitted backing. The manufac- 
turer says that it is flexible and easy 
to tailor, and will resist staining, scuf- 
fing, fading, and wearing, and will not 
chip or peel. It is currently available 
in eleven colors; more are planned. 


G-E Air Coolers Go Up 


The General Electric Co. of Bloom- 
field, N. J., has announced a five per 
cent increase in the prices of commer- 
cial air conditioning equipment for 
offices, stores, restaurants, and indus- 
trial plants. The price rise was effec- 
tive on July Ist. 
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GE steps up her EF” 


Filing is surer, faster, less expensive when you equip 
your office with GE’S SUPER-FILER 


She's surer, faster... and happier, too 
..- working with GF’s Super-Filer, 
the modern mechanized metal file that 


makes all others obsolete. 


Super-Filer provides 18/7 more usable 
filing capacity per drawer than any con- 
ventional hling cabinet drawer of simi- 
lar outside dimensions. It can save 
up to 33's in floor space used for 
your filing cabinets. Best of all, it can 
save you from 25% to 50% in the 


cost of operating each filing drawer. 


GE's Super-Filer will last a business life- 
tme and the inital investment is insig- 
mihcant when compared to the savings 
it can effect. Super-Filer will quickly 
pay for itself and pay handsome divi- 
dends for years thereafter. 


Make us prove these statements. Call 
your nearest GF distributor or write 
The General Fireproofing Company, 
Dept. O-20, Youngstown 1, Ohio. 


Good metal business furniture is a good investment 
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* EE FICIENCY FACTOR 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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Books and Pamphlets 


Editing the Company Publication 

Editing the Company Publication is 
the title of a new book by Garth Bent- 
ly, advertising manager of The Seng 
Co. and editor of the Seng Book, Seng 
Handbook, and other Seng Publica- 
tions. 


This new book discusses all phases 
of writing and editing material for 
publications sponsored by _ business 
firms, and it is directed not only toward 
the editors of such publications, but 
toward executives who may be consid- 
ering the sponsorship of papers for their 
employees or customers. 

Mr. Bently’s book deals with maga- 
zines for employees, and with customer, 
service, and sales building publications 
as well. It is published by Harper 
& Bros., 49 E. 33rd St., New York 16, 
N. Y. The list price is $3.00. 


If You’re Broke With $25,000 a Year 

When taxes and inflation have work- 
ed over a $25,000 salary, according to 
Prentice-Hall, they leave about $10,000 
in 1939 dollars.” The damage done to 
a $50,000 income is even worse—what’s 


| OF MODERN OFFICE 
; EFFICIENCY 


Wiltshire Modern by Imperial sets 
the style for modern office efficiency 
f in many of the smartest-looking offices 
in America's business. 


In addition to the Wiltshire 
Executive desk illustrated, 
this line includes a handsome 
Conference desk, Secretarial 
and Clerical desks, 
Consultation desk and 
modern functional tables, 

? bookcases, etc. 


Your Imperial dealer will be 
glad to show you the 
Wiltshire line... and 
acquaint you with its 

many space-saving, 
work-saving features. 


WRITE FOR Office Planning 
Kit, including floor space 
graph, cut-outs for 
furniture and 

decorating hints. 


Lal 
Empercal 
desk company 
. : EVANSVILLE 7, INDIANA 


left amounts to about $15,000, figured 


on the same basis. 


Naturally, top executives have sought 
means of increasing their personal in- 
comes to offset these losses to taxes 
and inflation. Prentice-Hall has _pre- 
pared a report on the methods they 
have developed for this purpose. It is 
called If You're Broke With $25,000 a 
Year, and is available without charge 

If You're Broke With $25,000 a Year 
is published by Prentice-Hall, Inc., 70 
Fifth Ave., New York 11, N. Y. It 
can be ordered in connection with the 
purchase of the Corporation Course, 
which is priced at $19.50. 


Ozalid Brochures 

The Ozalid copying process and the 
uses to which it can be put are de- 
scribed in a large brochure and two 
smaller circulars recently issued by 
the Ozalid Division, General Aniline 
and Film Corp. of Johnson City, N. Y. 
The company will supply copies on 
request. 

The largest of the three items is 
a 48-page booklet consisting of four 
sections. The first part describes the 
Ozalid process itself, the second dis- 
cusses uses of Ozalid to increase oper- 
ating efficiency of a business, the third 
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offers details on Ozalid machines, mar 
terials, and accessories, and the fourth 
is devoted to case histories and illus- 
trations of solutions to actual copying 
problems. 

A circular entitled Records and Re- 
ports discusses the use of Ozalid in 
the preparation of various records and 
reports, including tax returns. 

Purchasing, Receiving and Paying 
Operations is another circular in the 
series. It describes applications of Oza- 
lid to the operations of purchasing and 
accounting departments, 


Pitney-Bowes Booklets 

Ten booklets prepared by Pitney- 
Bowes, Inc., Stamford, Conn. discuss 
various suggestions for cutting office 
costs. The booklets are entitled: How 
to Get Your Mail Out, How to Handle 
5 Tiresome Office Jobs, You Can Do 
tig Things with This Little Space—A 
Guide to Postmark Advertising, Pic- 
ture Book for Parcel Post Shippers, 
Cut Postage Costs, How to Increase 
the Prestige and Pulling Power of Your 
Mail, Still Doing It the Hard Way?, 
How to Cut Down Your Office Over- 
hcad, Postal Rate and Information 
Chart, and How to Help Your Post 
Office Help You. 


Peerless Steel Equipment Co. Catalog 

The Peerless Steel Equipment Co., 
6600 Hasbrook Ave., Philadelphia 11, 
has published a 56-page catalog con- 
taining illustrations, descriptions, and 
tables of dimensions of its line of metal 
office equipment. Included up- 
right files ranging from 2- to 5-drawer 
niodels, cird index cabinets, card rec- 
ord desks, blueprint cabinets, leg bases, 
etc. A copy of the catalog may be 
obtained from the company by request- 
ing it on a business letterhead. 


are 


Folder on IBM Typewriter Tape Punch 

A booklet entitled General Account- 
ing Applications for the IBM Type- 
writer Tape Punch is available without 
charge from the Department of Infor- 
mation, International Ma- 
chines Corp., 590 Madison Ave., New 


York 22, N. Y. 


Susiness 


Art Metal Desk Brochure 
The New Century line of desks is 
illustrated in a four-color brochure re- 
cently issued by the manufacturer, Art 
Metal Construction Co., Jones & Gif- 
Aves., N. Y. The 


brochure shows representative models 


ford Jarnestown, 


of the 53 in the complete line, and has 
a “styles and specifications” section on 
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the back cover that provides full in- 
formation on all models. The booklet 
is available to Art Metal dealers and 
to company officials. 


Coming Events 


Institut International des Sciences 
Administratives 
Sept. 6-14 
Ninth International Congress 
ot Administrative Sciences 
Istanbul, Turkey 
s 
American Chemical Society 
Sept. 9-11 
Symposium: Equipment for the Prep- 
aration, Reproduction, and Utilization 
of Technical Information 
Palmer House, Chicago 
s 
Controllers Institute of America 
Sept. 27-30 
Twenty-Second Annual Meeting 
Hotel Statler, Boston 
6 
American Management Association 
Sept. 28-30 
Personnel Conference 
Hotel Statler, New York 
e 
American Management Association 
Oct. 12-14 
Office Management Conference 
Hotel Astor, New York 
& 
Office Executives Association 
ot New York 
Oct. 19-24 
National Business Show 
Grand Central Palace, New York 
oO 
National Office Management 
Association 
Nov. 9-11 
Fall Conference and Exposition 
Shamrock Hotel, Houston 
e 
Refrigeration Equipment Manufac- 
turers Association 
Nov. 9-12 
All-Industry Refrigeration & Air 
Conditioning Exposition 
Public Auditorium, Cleveland 
om 
National Institute of Governmental 
Purchasing, Inc. 
Nov. 8-11 
Eighth Annual Conference and 
Products Exhibit 
Netherland Plaza Hotel 
Cincinnati, Ohio 
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Counts cash quicker 
than Wives even! 


For many years banks have been 
counting currency and checks w ith the 
Tickometer ... because this machine 
counts eight to ten times faster than 
experienced tellers, and makes fewer 
errors...saves hours in checking daily 
receipts and balancing the books. 

‘Today this machine has done away 
with tedious hand counting in thousands 
of companies — gets correct results 
sooner, saves time and money. 

The Tickometer counts coupons, 
cards, transfers, sales slips, labels, tabs, 
tickets, at from 500 to 1000 picces per 
minute...feeds and stacks automatically, 
stops for damaged or irregular items, 
records part and whole runs. 


= PITNEY-BOWES 


In many firms the Tickometer ts 
used to rubber stamp, imprint, number, 
date, cancel—as it counts. Makers of 
food and drug products, distillers and 
packers code labels and packages ith 
it, toprevent imitations, identify origins, 
machines, workers, factory lots, grades, 
special orders—easily quickly ,che aply. 

Easy to use, the Tickometer does 
not require trained operators. Rented, 
never sold, it does not require any large 
outlay. And it pays for itself 
promptly. 

Want something counted? / 
Call the nearest PB office, 
or send for illustrated 
booklet or case histories. 


TICKOMETER 


~ Counting & Imprinting Machine 


Made by rhe wiemators {th postag 


meter. fices 1n 93 crties in U.S. and Canada 


PITNEY-BOWES, Inc., 2995 Pacific St.. Stamford, Conn 


CO) Send Tickometer booklet (© Send case histories 


Name 


Firm 


Address —_ 
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"NATIONAL ) Bega ' +p 
es) fee Executives and Exhibitors 


Get Together, Through the 
OCTOBER 


National Business Show 
Issue of 


eiies 
management 


ae 


There are so many new machines, supplies. issue of OFFICE MANAGEMENT. Make 


and devices as well as standard lines com- sure you attract your share of high-calibre 
peting for attention. that it will be difficult executives to your booth ... reach them as 


for visiting executives to do justice to lines they read OFFICE MANAGEMENT. 
which interest them the most. 


Over 10,500" Paid, ABC audited top manage- Reach. in addition, the thousands of manage- 
i ment subscribers in the largest offices from ment executives who will not attend the 
As coast to coast will be alerted to your exhibit show, but who will rely on OFFICE MAN- 
- thru your advertisement in the October AGEMENT for Business Show highlights. 


* As filed with the Audit Bureau of Cireulations, subject to 
audit. 


EXHIBITORS— 


THE OFFICE EXECUTIVES ASSOCIATION RECOMMENDs . . 
From the 1953 N.B.S. Information Bulletin, “Exhibitors should 

exploit their participation in every possible way through the year, 

particularly in advertising.” 

After all, it is axiomatic that the reader of OFFICE MANAGEMENT 

is interested. Why not tell him where the product can be seen, tested. 

and compared? 


Draw top executives to your exhibit, place your ad in OFFICE 
MANAGEMENT. It is the only sure way to reach the man who 
makes decisions. because it is the only publication edited exclusively 
for key executives which is paid for on an A.B.C. audited basis. 


NON-EXHIBITORS— 


Sell the visiting executives at the show and those who stay at home. 
Place your ad in the October issue which catehes buyer interest 
while it is at a peak. 


national business shou 


READING OFFICE MANAGEMENT IS PART OF OFFICE MANAGEMENT'S JOB 


Closing Dates: September 1 for copy 


September 5 for complete plates 


OFFICE MANAGEMENT 


The Magazine for Management Executives “rege 
212 FIFTH AVE. NEW YORK 12, N. Y. 
OFFICE MANAGEMENT August, 1953 


1000 EXTRA DISTRIBUTION 
AT THE SHOW 
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Letters 


Editor, Office Management: 

Office people still talk of “hard” and 
“soft” bosses, but far less often than 
they used to when bosses really dared 
to crack the whip. The coffee hour has 
been legitimatized and other lesser 
concessions have come in to diminish 
very greatly the area of whip-cracking. 
Some old-time supervisors complain 
that office discipline has been harm- 
tully relaxed, yet offices get more work 
done more efficiently when they treat 
their people as responsible adults 
rather than mischievous school chil- 
dren. 

Along this same line the modern 
office is very solicitous of office heaith, 
as you brought out in your article, 
“Good Health is Good Business’, in 
the July issue. In many offices a pre- 
employment medical examination and 
periodic physical check-ups are rou- 
tine. Office environment is planned 
with the physical and _ psychological 
well-being of employees prominently 
in mind. Larger offices have their own 
medical departments, with nurses and 
doctors available. Even the top execu- 
tives are coaxed and cajoled into hav- 
ing to watch their health, and receive 
competent medical advice on diet, rest, 
and other danger points. 

Absences from work because of ill- 
ness ought to be far less frequent than 
they are but such absence continues to 
be one of the biggest office problems. 
From the old extreme of scaring peo- 
ple into working when they were 
really ill and ought to have been home 
in bed, are we going to the other ex- 
treme of unquestioningly letting peo- 
ple pile up absence after absence for 
illness no more serious than a desire 
to go to a ballgame or to do some 
shopping? A good office health set-up 
can help prevent illness, But it is also 
a safeguard against the types of “ill- 
ness” which figure in so many ab- 
sences. 


Joun L. Roi 


Editor, Office Management: 

Why don’t more people have their 
telephone numbers on their letter- 
heads? 

The whole business of letterhead 
design and content is an office problem 
that rightfully gets a great deal of at- 
tention. We worry over the size of 
type to use, color or no color, the qual- 
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ity of paper, and the general appropri- 
ateness of the letterhead to the kind of 
business we are engaged in. We are 
particularly careful to have our ad- 
dress clearly and prominently featured, 
right down to the zone number. But 
the telephone has long been an impor 
tant alternative method of communi- 
cation—and we don’t give our phone 
number! 

It used to be argued that a telephone 
number was of interest only locally, 
and since the letterhead was to be used 
countrywide it was silly to have a 
phone number on it—no one in San 
Francisco would call you if you were 
writing from New York. 

Those days are gone. Savings in 
time are increasingly so important that 


the expense of a long distance call 
often never enters the picture. 

In any case, one phone call means 
one less letter to dictate and type, one 
less carbon to file, one less letter for 
the other fellow to answer (and for 
you to file), and one less carbon for 
him to file. 

And I don’t work for the telephone 
company either! 

Eowarp Murrey 


Knoll Opens New Showroom 

Knoll Associates, Inc. and Knoll 
Textiles Inc. have opened a new show- 
room at 624-25 Merchandise Mart, 
Chicago. Its 3,000 square feet of dis- 
play space will be used to exhibit con 
temporary furniture and textiles. 


SKILLED HANDS 


' proper jobs | 


é 


Assemble catalogs...bulletins...manuals, etc. 
AUTOMATICALLY with the new 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 
their proper jobs—let the 
Macey Collator do your 
gathering and assembling 
chores. One semiskilled 
operator can set up a job in 

15 minutes, then gather up to 
24,000 sheets per hour. Time, 
man-hours and money saved. 
(The Macey pays for itself very 
quickly.) We welcome a 
chance to demonstrate just what 
this machine will do for you. 


distributed by 
HARRIS-SEYBOLD CO. 


= ab Products Diviti 
Cleveland 5, Ohio «+ Since 1896 


| FINE GRAPHIC ARTS EQUIPMENT FOR EVERYBODY'S PROFIT 
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Harris-Seybold Co., Dept. © 
Cleveland 5, Ohio 


Please send me details of the Macey 
Collator. 


Name 
Firm 
Address 
City 
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Now! Quiet both kinds of noise with one 
simple acoustical treatment! 
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Bigelow Cushionlok carpet absorbs up to 90% 
of floor noise! 


This good-looking, long-wearing acoustical carpet 
is specially constructed to absorb up to 90% of the 
nerve-jarring noises created by footsteps, fallen 
objects, moving furniture, etc. 


Deadens reverberated 
sound, too! 


Bigelow Cushionlok quiets the din and clatter 
caused by voices, machines, buzzers, etc. It hassuch 
an amazingly high sound-absorption coefficient 
that often nofurther acoustical treatment is necessary. 


Easy to install! Cushionlok requires no cushion lining — the rub- 


ee 
ber cushion is built in. It can be cut in any shape, matched, 3 f g el Ow 


pieced, and relaid. 


Saves over 73% on maintainance! Statistics show that the aver- C U sh ion lok 


age cost of maintaining hard surface flooring is about 60¢ per foot 
per year as against 16¢ per foot per year for Cushionlok carpet. C a r et 
Just jot down the number of square feet in your office and see p 


how Cushionlok pays for itself. a ee 


Send for sample. Write on your business stationery to Dept. AA, 
140 Madison Avenue, New York 16, N.Y. 
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editorial 


August, 1953 


Red tape — modern style 


WORD comes from Washington of the surprise in some quarters over the fact that our 
Government still places substantial orders each year for something many people think of 
as a symbol of inefficiency and delay—red tape. Aware of the interpretation cartoonists 
and comedians will inevitably make of its purchases, the Government hastens to point out 
that there is nothing yet which can in its opinion replace red tape for the various office 
purposes the Government buys it for. Seems that Government offices are plagued with 
documents which cannot be conventionally filed because of size, shape, or some other 
reason, and for rolling up or tying up these traditional problem children of Government 
archives there is nothing better than good red tape. 

Management in other offices can understand this, and sympathize with Government 
office management for still having to cope with out-size papers and parchments. But there 
can be red tape in the modern non-governmental offices also, even though it is not visible 
and tangible—and that is the red tape in which an office snarls itself when it fails to keep 
its systems and procedures flexible. 

The modern office prides itself on establishing and maintaining an efficient routine for 
handling every important element of its work, A problem is studied, an objective set, 
and a plan of operation worked out. Proper personnel is assigned to the new routine, and 
then—far too often—critical attention is withdrawn from the routine, which can roll on 
month after month, perhaps year after year, without anyone raising the question as to 
whether there isn’t a better method, or whether the procedure may not be combined with 
another or even discontinued. 


This is a good way to weave a length of stifling red tape! 
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Drop the “order” in eiving orders 


Self-identification with the employee, and 
treatment of each worker as an individual, 
not a production unit, are characteristics 
of an efficient boss, surveys show 


by Lindley Nichols 


Methods analyst. Socony-Vacuum Oil Company, New York 
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\ DRILL SERGEANT on an army parade ground barking 
orders is a stock American character, and on the drillfield 
he is a very appropriate character. 

But he doesn’t belong in an office. 

When the sergeant gives orders on the drillfield, he isn’t 
interested in winning cooperation or understanding. He 
wants a conditioned reflex, nothing more. 

Offices can’t operate that way, and a carryover of the drill- 
rield method into the office simply lessens efficiency. Office 
idministration is one part technology—but it is two parts 
reciprocity. The conditioned reflex has no place in the mod- 
crn office, because the administration of an office is not a 
one-sided problem. It requires the coordinated efforts of 
two different groups of people—employees and supervisors 
or executives. It is entirely possible, of course, perhaps in 
the basic situation even probable, that these two groups 
vill have differing points of view, or at least different 
nethods of approach to the problem of gaining the goals 
the office sets. 

So far that is not too different from the sergeant and his 
platoon, perhaps. But now the distinction appears. The 
sergeant doesn’t want reciprocity on the drillfeld; he wants 
‘utomatic and unthinking response. The office can’t afford 
that, and it couldn’t enforce it on its employees under any 
circumstances. Therefore the purpose of good office admin- 
stration is to reconcile the inevitable differences in view- 
point between employees and supervisors in such a way that 
both groups will be working together for a common ob- 
jective. 

This requires thought and intelligence on the part of the 
supervisor or exccutive. It requires, too, empathy—under- 
standing of the other person’s point of view, and a little 
bit more than that, a quality almost of momentary identi- 
fication with the other person. 

This ability to put one’s self in the other person’s shoes, to 
feel his emotions, and anticipate his reactions to a given 
situation, is almost an essential for effective leadership in 
the office or anywhere else. It does not mean constant con- 
cessions to the other person’s viewpoint, but it does mean 
that whether that viewpoint is acted upon or not, it is al- 
ways acknowledged. 

These being conditions for effective leadership, how do 
they apply to an office? 

Why are there offices, anyway—or business organizations 
of any other type for that matter? Why doesn’t everyone 
simply go out and work for himself? 

The answer is obvious, Organizations are more efficient 
than uncoordinated individual efforts; they can produce 
more, and therefore we have come to depend on them more 
and more in our industralized society. 

This explains the reason for the organization, but it still 
doesn’t fully explain the role of the individual working 
within the organization; his own personality and his own 
personal needs and objectives are of more concern to him 
than a broad and indefinite social pattern. It follows then 
that people tend to contribute to an organization, any organ 


Page opposite: 


Make it a rule to state a request or order in question form 
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When a sergeant gives an order, he isn’t interested in 
cooperation or understanding; he wants a reflex .. . 


The office can’t afford that; it needs the coordinated 
efforts of two groups—employees and supervisors 


ization of which they are a part, in direct proportion to the 
personal gain they believe derives to them from being part 
of that organization. 

These two principles—the basic reason for group economic 
effort, rather than individual economic effort, and the re- 
quisites for individual identification with an organization, 
put together, create the main function of supervisors, or 
executives, or managers—anyone who has the responsibility 
of leading other people: he must be able to keep each in- 
dividual employee aware of the benefits deriving to him 
from belonging to the organization, and to lead him to 
identify his fortunes with those of the organization. 

The goal of the executive is then to inspire or cause the 
employee to accomplish the company’s work with something 
of the same spirit and enterprise he would show if it were 
his work, to encourage him to do his best, not because it 
will benefit the company, but because it will benefit him as 
part of the company. 

These are all, in spite of their basic truth, generalities, 
unless there is some means of creating this desirable effect 
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in the individual employee. Fortunately there are such 
means, and they are specific. 

The way an executive gives an order for instance creates 
a reaction. If he knows his job, and if he has managed to 
create the right atmosphere in his company or department, 
he shouldn’t “give an order” at all. That is for the drill 
sergeant. In the office, cooperation, not mechanical carrying 
out of directions, should be the objective always. 

There are two ways of directing employees to do some- 
thing—two good ways, that is, as opposed to ordering them 
to do something. The supervisor can make a statement, 
he can say such and such a thing would be desirable by 
such and such a time, or even that he, the supervisor, would 
be helped if the employee could do something. This puts 
the direction on a personal basis, and allows the employee 
to feel that he is helping the supervisor. The employee 
benefits from the feeling that his help has been sought by 
the boss. This is an entirely different reaction from the one 
created when he is told to do something, with the unspoken 
implication that he’s there, and being paid to take orders 
without question. 

The second method is perhaps even more desirable. It 
is to make it an invariable rule, to state a request or an 
order in question form. It’s simple; the basic elements 
of direction are there, but the employee is offered an ap- 
parent choice of doing the thing requested or not doing it. 
Obviously, as a normally intelligent persoa, he’s going to 
do what the boss asks him to do, he’s going to say “yes” 
instead of “no,” but the implication that he does have a 
free choice of meeting the request or not meeting it, just 
as he chooses, is good for his morale, and certainly takes 
no disproportionate amount of time or effort on the boss’ 
part. 

It all boils down eventually to a matter as small but as 
significant as courtesy. 

It may be objected that there will be employees who will 
abuse this system: that is true, but those same employees 
will not carry out a direct order except under constant su- 
pervision, they are at all times and under any circumstances 
a loss to the organization, and they will never become not- 
ably efficient because they are told to do things rather than 
asked to do them. If the organization is healthy in all 
respects, there will be a minimum number of employees 
of this type anyway. 

Perhaps one of the other things that should be added in 
connection with giving orders is that obviously, if under- 
standing and cooperation are desired, an explanation of 
the “why” of the order is frequently desirable. 

Does this attitude of seeking cooperation and being in- 
terested in people’s reactions really pay off in terms of pro- 
duction per man hour? The evidence seems to prove that 
it does. 

Over the past several years the Survey Research Center 
of the University of Michigan has conducted interviews 
with supervisors in various companies to determine what 
their attitudes were toward their employees, what the state 
of employee morale was, and what the production record 
was. 

Units in which a recognized method of measuring pro- 
duction had been employed for a period of years were the 
only ones surveyed, to permit precise comparison with the 
work accomplished by other units in the same company. 
Data gathered from the interviews with supervisors were 
related to the production record of each supervisor's section. 


This correlation of interview data and the section's record 
demonstrated what the Survey Research Center people be- 
lieve is a consistant pattern—a pattern that shows that 
attitudes and ways of dealing with people appear to have a 
distinct relationship to production. 

The annual reports of the Survey Research Center are 
an interesting study in the inter-relationship of productivity 
and morale, and supervisory-employee attitudes, Some ex- 
cerpts from the Center’s booklet, “Productivity, Supervision, 
and Employee Morale,” are significant. Here are some trom 
supervisors with poor records: 

“I know we are doing what is supposed to be done in 
our section, hit the work, in and out, and hit it right, not 
slipshod.” The picture of a supervisor who is far more 
concerned with his work than with his people is clear. 

“The girls sometimes stop work before the bell rings. I 
have been after them, and I keep them overtime to do the 
work. You have to do something drastic and make examples 
of them.” 

In contrast are the statements from supervisors of units 
with high production records: 

“I study the girls’ work, find out who works together, and 
put them together. The main thing is to keep the girls 
happy. I talk with them and learn what their peculiarities 
are so that if a girl gets excited | know whether it is im- 
portant or not. Your girls have to feel you are one of them, 
not the boss. Some girls get kind of cranky, and you can’t 
just say, ‘Do it.’ It is much better to ask them to do the 
work in other ways. That’s just human nature.” 

From the assistant manager of a division with a high 
production record: “You have to think of the possible re- 
action. Anything you may say or do will cause a reaction. 
You may be unknowingly bawling them out. If they think 
you are not treating them as humans, but rather as ma- 
chines, they are not going to work very well for you.” 

When they're treated as humans, when they feel their 
boss depends on them, and considers their opinions, em- 
ployees react. They begin to identify their boss’ interest 
with their own, and to take an active interest in making 
a good record for the entire department instead of simply 
doing their own individual jobs. They are working as a 
team, and they are anxious to continue improving the 
team’s performance. 

Arnold Toynbee, in “A Study of History,” advanced the 
theory that progress in civilization came in terms of small 
groups of leaders who struck a spark in the great mass of 
the people of their time. It was not enough for the leaders 
to have an idea; they had to give impetus to the idea, and 
above all they had to create—or circumstances had to create 
—a response in the populace as a whole, before the idea, 
with all its potentialities for human advancement or human 
change, was picked up by the people and acted upon. In 

other words, progress is not made by the idea or the con- 
ception alone; it is the response of the group to the idea— 
the reciprocating attitude of the bulk of the population— 
that brings the idea to life. The leaders are necessary, but 
they must have the qualities to make their leadership ef- 
fective. 

The average office is not trying to change civilization 
materially, but the same rules of human behavior that apply 
in great events are true in the smallest group situation. 
Workers are people, individual human beings, and thinking 
of them as people, rather than as production units or auto- 
matons, is the first essential of effective leadership. 
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Punched ecard systems at management level 
by W. P. Livingston 


This article is based on excerpts from a speech made by Mr. Livingston, who is assistant 
vice president, Bankers Trust Company, New York, at the annual meeting of the 
National Machine Accountants Association in Milwaukee in June, 1953. Mr. Livingston 
will be remembered as the author of “Punched Card Systems in the Modern Office”, 
which appeared in the April, May, and June, 1951, issues of Office Management. 


SOME MONTHS AGO, in a discussion between a corpora- 
tion executive and a systems expert about systems improve- 
ment in the executive’s organization, a punched card pro- 
cedure was mentioned as a possibility, since in doing the 
job under consideration, it might also provide by-products 
of considerable value. 

The corporation executive said that he'd rather not even 
discuss that method—his concern already had _ troubles 
enough. 

The mention of punched cards arouses diverse reaction. 
As the future unfolds, however, and more and more execu- 
tive time is spent discussing magnetic tapes, storage drums, 
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and electronic scanning, reactions to those newer devices 
will be even more diverse, possibly explosive, while punched 
cards, relegated at last to a comfortable position of old fa- 
miliarity, will sit in a sedate seat in the corner, a model of 
simplicity. 

What are the advantages of punched cards in a tabulating 
department? 

The answer to that requires another question first: what 
does top management expect and what should it get from 
a tabulating department? This is a provocative question 
that cannot be answered too quickly. Replies from various 
sources may not always be objective or scientific, nor always 
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free of vested interest, but generally there are five basic re- 
quirements for a first rate tabulating department. If those 
requirements are met, and scientifically maintained, the de- 
partment will be efficient. 

The five requirements are: 

1. Strong personnel 

2. Proper organization 

3. Complete training 
Punched card know-how 
- Methods tie-in 

The first requirement, strong personnel, is vital. Even 
though management may be riding a punched card into the 
promised land, it will find that machines can never relieve 
it of the responsibility of practicing sound principles of hu- 
man relations. Machines can carry out a multitude of ac- 
tivities—but only after having been “told” what to do by 
a human being. No matter how ingenious they may be- 
come, they are tools to be used by the human brain, not an 
entity in themselves. So management, if it hopes to use 
tabulating machines to avoid the necessity of doing a first- 
class employee relations job, is going to fail. It will find 
that tabulating machines—or any other machines of similar 
intricacy and ability—reduce the need for low-level person- 
nel, but simultaneously increase the need for high-level per- 
sonnel, Machine installation cannot be made a substitute 
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for good personnel selection or good personnel relations. 
On the contrary, it will often require more discrimination 
in choice of personnel than was the case before the machines 
were brought in. 

This is fair enough, though, for any good management 
knows that a job can be done better with good personnel 
and a poor system than with poor personnel and a good 
system. The danger lies in choosing the former method as 
the correct way of doing a job. The pay-off really comes 
when good personnel are combined with a good system. 

So, assuming that the importance of first quality person- 
nel through the department is understood by management, 
what are the key jobs of the first rate tabulating department 
equipped with card punching equipment? These key jobs 
are: The Head, the Engineer; and the Machine Supervisor. 

That list may make the small installation wince. “All 
those jobs? How can we justify filling them when we oper- 
ate with one man?” 

That may seem a valid objection at first glance but, this 
work being what it is, any dynamic and progressive depart 
ment will find that, somewhere in its organization, person 
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No matter how ingenious they may become .. . 


nel equipped to fill all these positions are already employed. 
lf the needs are not too great, it may be that the operating 
chief himself devotes a portion of his time to filling the job 
of tabulating head. The machine supervisor may carry on 
from there, doubling as engineer, which of course makes the 
supervisor's job a much harder position to fill in case the e 
trained man is lost. But, regardless of how it is done, the 
success of any punched card installation, large or small, 
will be in proportion to the quality of personnel brought to 
play and the amount of their time spent on these key assign 
ments. 

In order to analyze the requirements for these three posi- 
tions, assume a mature punched card installation large 
enough to support one individual in each of the key jobs, so 
that a clear distinction may be made between the functions 
of each. 

The head’s prime qualities must include patience and 
tact. The simplest fundamentals of punched card work 
will frequently be completely unknown to the superiors 
before whom he must represent the department, so he must 
be technically qualified to lead the department, and at the 
same time be able to divorce himself enough from the tech- 
nical aspects of the work to make the department's needs 
and objectives clear to other executives. 

His primary job is managing people, not machines. If 
he is found by top management with his feet on his desk 
and his thoughts on department administration, manage- 
ment should be pleased. He is a good department head. 
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Esprit de corps in the department should be his concern, 
and personnel administration his major specialty, for his is a 
department requiring high level producers; it is his respon 
sibility to keep them satisfied there. 

At the same time, he should know the technical aspects 
of the job well enough to be able to forecast the future needs 
of the department in terms of machines and equipment 
against anticipated work responsibilities. This may seem a 
simple enough requirement until it is pointed out that order- 
ing punched card machines is not quite like ordering a new 
typewriter; these machines may not be delivered for two 
years. 

Number two man is the engineer, who handles the tech- 
nical end of the job and is responsible for technical expan- 
sion and improvement of the system within that depart 
ment. The machines are this man’s concern; he must know 
them backward and forward, the right way to operate them, 
as well as whether innovations in operating them can be 
safely attempted. He must have an aptitude for engineer- 
ing and at least enough knowledge of the specific field to 
be able to understand easily the complicated manuals and 
instructions supplied by the manufacturers of the machines. 

The third key man, the machine supervisor, is the pro- 
duction man of the department. It is up to him to stand- 
ardize the job, and to work out the routine that will make 
the performance of the work on the machines as simple 
and efficient as possible for the operators, He is responsible 
for instructing the operators in the use of the machines, 

(To page 68) 
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The office of Otto Spaeth, board chairman, serves double duty as a board room. 
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MM Mn exhibivon of comtomperary ert collected by American business 


IN A SMALL Wisconsin town twenty miles from Milwau- 
kee, a new office was recently opened. The number of 
visitors who came to see it during the four-day opening cere- 
monies was 6,000—over twice the population of Cedarburg, 
the town in which the office is located. 

Since that time, the 15-person office has received reams of 
newspaper publicity, has been featured in Life magazine, 
and has been the subject of a two-column story in The New 
York Times. 

And, though none of this was done with mirrors, it was 
all accomplished by pictures and other art. 

Otto Spaeth, chairman of the board for Meta-Mold Com- 
panies, had a dual purpose when he decided to make the 
companies’ new offices in Cedarburg the scene of a perma- 
nent art exhibit. Long interested in art himself, he feels 
it “is a sin to build anything that isn’t beautiful,” and sees 
no reason why offices should be an exception to his rule. 
He also believes the only way people can grow to appreciate 
good painting and sculpture is by living with it and becom 
ing familiar with it. 

And, last of all, he was concerned because his company, 
which makes permanent mold castings of aluminum and 
magnesium, for automobiles, motors, hardware and defense 
products, was, although successful, not too well-known 
nationally. 

So, when Meta-Mold’s new offices were designed, they 
were visualized as a frame for works of art as well as an 
efficient working area. 

The offices have a permanent art exhibit built around the 
Calder mobile and the twenty prints of Matisse’s Jazz Series, 
which are hung in the central corridor. In addition, the 
company has arranged to make annual purchases at the 
Wisconsin Artists Exhibition, to add to the collection. 

The permanent collection has to date been only the corner- 
stone for two major exhibitions, however. 

When the new offices were first opened in April, the in 
augural ceremonies were built around a major exhibition of 
American and French paintings and sculptures owned by 
American corporations and their officers, and lent for the 
Meta-Mold opening. 

After the first show had closed, its success prompted Mr. 
Spaeth to a new venture. He rented fifty pictures from 
leading New York City art galleries and artists, on an ar- 
rangement whereby one year’s rental of the picture was set 
at ten per cent of the purchase price. These were hung as 
a continuing art exhibit in the Meta-Mold offices, and ar- 
rangements were made to keep the offices open on Saturday 
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Nathan Perlstein and President Harris Perlstein of the 
Pabst Brewing Co. (figures at left) are shown with the 
painting from the Pabst collection lent for the Meta-Mold 
opening. Others in the picture are (left to right) Mrs. 
Spaeth; Egbert Jacobson, Container Corporation of Amer- 


iea; Charles B. Weaver, Northern Trust Co.; and Peter 
Pollack, of the Chicago Art Institute. 


‘7 re % ba 4 
Dr. and Mrs. James Malone of Ft. Atkinson, Wisconsin, 
admire the wood carving they bought at the second show. 
(Below) Mayor Steve Fischer of Cedarburg (left) orders 
one of the paintings in the second show from Mr. Spaeth. 
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afternoons and Sundays, so that people from the area could 
visit the exhibit conveniently. Meta-Mold has a staff member 
qualified to discuss the pictures on hand to serve as a guide. 

In an arrangment equally advantageous to the galleries 
and artists furnishing the pictures, and the people who came 
to see them, Meta-Mold carries out the Spaeth dictum, 


INCREASING interest in art in the office 
could well work a very noticeable trans- 
formation in office environment in the 
years immediately ahead, says Antoin- 
ette Kraushaar, of Kraushaar Galleries, 
New York, which is one of the galleries 
cooperating with Meta-Mold in its exeit- 
ing demonstration of what art in the 
office can do. 

“An inspiring lift to staff morale, en- 
hanced community prestige, and wide- 
spread favorable publicity can come 
from skillful use of the art of today in 
the office of today,” says Miss Krau- 
shaar. 

“For centuries painting and sculpture 
have gone into the creation of the world’s 
fine homes, churches, and public build- 
ings. Now comes the turn of art in the 
office.” 


Walls are plain, to form a subdued background for rich colors and lines of the paintings and sculptures. 


“Art for Everyone”, by running the current show as a pu: 
chase exhibition—all the paintings shown are for sale. 

Meta-Mold has found that people come more readily to 
an office to buy a picture than they will to a museum or a 
gallery. 

“Too many museums have a cathedral-like air that intimi- 
dates the visitor,” Mr. Spaeth points out, “Art is something 
to be lived with and enjoyed,” he believes, “not viewed in 
a hushed and awesome atmosphere.” 

In addition, he has found, people who want a painting 
but cannot afford the full purchase price in one lump sum 
have comparatively little hesitancy in suggesting term pay- 
ments when they are buying the picture through a business 
office. 

Meta-Mold takes no commission on the sale of pictures 
hung in its exhibit, and, although the company will make 
suitable term purchase arrangements with anyone who will 
make a down payment of one-quarter of a picture’s value, 
it pays the artist the full price at the time of purchase. As 
pictures are sold, they are replaced, wherever possible, by 
another work of the same artist. 

By-products of the exhibition in terms of publicizing the 
company name across the country hav © been extremely 
valuable. In the Chicago and Wisconsin area, the shows 
attracted a great deal of newspaper, radio, and television 
interest, and on the national scene both Life magazine and 
The New York Times picked up the story of the art exhibits 
in an office. (To page 77) 
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DO YOU RECORD any of your telephone conversations, 
or have you given much thought to it? Since the approval 
of telephone recording over the commercial channels by 
the Federal Communications Commission, there has been 
a wide difference of opinion as to the value of such record 
ings. While in some instances it serves a good purpose, 
there appears to be some adverse thinking about it. To be 
sure, the legal profession as a whole has found considerable 
he fact that the law 


requires that a person be notified of such recording before 


he speaks, and the ever present “beep” as a constant remind- 


; ; : 
value in it. However, in view of t 


er of the recording, the question arises as to whether a 
person's thought, and his actions are not often very dif- 
ferent things. 

For example, a man may privately detest his job; to the 
world he may appear to enjoy it; he may sing its praises 
to his friends and emphasize how lucky he is to have such 
a job. Then one day he may leave it and overnight his 
verbal attitude to his job may change completely. 

Much research into opinion and behavior considers only 
what a person says in public, what he does under certain 
limited conditions of environment (such as a_ recorded 
telephone conversation), what he thinks he ought to say. 
Considering verbal attitudes alone there are various levels 
of expression of feeling, beliet and opinion. The views 
expressed to a stranger, a chance acquaintance, a friend, 
or a relative by the same individual on the same subject 
may differ fundamentally from one end of the scale to the 
other. At none of these levels are we sure of the relation 
ship between the expressed attitude and his private thoughts, 
and even if we were, the deeper levels of reverie present 
another aspect. 

It is a generally accepted fact that a face-to-face conversa 
tion has a tar different psychological effect than when speak- 
ing to the same person over the telephone. When engaged in 
a face-to-face conversation we learn something of a person’s 


“logical” or “illogical” factors. It 


mood, conditioned by 
affords us the opportunity ot studying human behavior: 
what a person does, what he says and what he thinks are 
aspects of his total reaction to a given situation. 

Beyond the assessment of what people say beyond the 


qualitative treatment of the underlying half-formed desires, 


Do’s and don’t’s of telephone recording 


by Roy Stone 


Consulting Engineer on Telecommunications, Malverne, N. Y., author of the new book. 
“Cost Reductions in Wire Communications, 


’ Christopher Publishing House, Boston. 


expressed or unexpressed, are the actualities of human habit 


and behavior, confirming or disproving verbal attitudes, 
giving a clue to motives and feelings which have become 
so much a part of the accepted pattern of things that they 
barely impinge on consciousness until their basis is altered 
or taken away. Stenographic record of the conversation 
will create a complete change of consciousness by which 
the basis is altered. A negative or over-cautious attitude is 
immediately established whereby collaboration is hindered 
rather than fostered, 

Telephone recording of the conversation only adds to the 


over-cautious attitude. The psychological difference of being 


] “ ” . . “<— cs : 
unable to “see” the recording increases the feeling of “wha 
ever you say will be held against you.” 

For those who may tind some value in telephone record 


ing, it must be understood that such recordings can be made 


. . | 
on a given number of local extension stations located at 


designated points. An apparatus commonly known as a 


“pig tail” unit is installed by the local telephone company 


, 
at the designated stations, 


Obviously, subject matter of a contidential nature should 


bed for security reasons. 


not be transcri 
Salesmen or other company representatives having occa 
sion to submit periodic reports of sales, shipments, or in 
ventories, for top level attention will find telephone record 
ings of such matters quite valuable. In these cases, a record- 
ing unit should be installed in the central stenographic 
section where the subject matter may be transcribed and 
sent to the interested persons within a very short time. 
The cost of each recording unit has been established at 
three dollars per month. The “play back” or transcribing 
equipment is usually privately-owned and involves a capital 
investment of $300.00 to $400.00, according to the type of 


apparatus selected. 


Transcribing equipment need not be confined to the 
day-by-day recording of telephone conversations. It has 
many other uses. Voice training is and always has been an 
mportant part of telephone operators’ instruction. Training 
of ancient vintage did not provide the operator with a first 
hand conception as to the sound of her voice. Today, how 
ever, recorders can be used most effectively to demonstrate 


differences in phrasing, tone and voice inflection. 
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Miss Wilson 


Helen R. Wilson of Los Angeles, management con- 
sultant and public relations specialist on the West 
Coast, is a leader in the work of the Systems and 
Procedures Association of America. 


DOES MANAGEMENT WANT effective control over 
clerical activities as well as manufacturing activities? 

“Yes,” comes the emphatic reply from management, when 
asked this direct question. 


Yet, every day, even with the extensive progress being 
made toward controlling these clerical costs, management 
still casts a disparaging eye on the establishment of time 
standards in the office. 


Perhaps it is only a matter of directing the thinking of 
top management—a need to prove by comparison that the 
job of preparing an invoice for a product manufactured 


is just as important in its manufacture as the very product 
itself. 


Today, as never before, management must come to realize 
that the clerical operation is not just a non-productive over- 
head burden, but a vital part of the overall business activity. 

Administrative and clerical costs continue to soar upward. 


Local, state and Federal government regulations have created 
volumes of additional reports and paperwork. Labor nego 
tiations and agreements have added both administrative and 
clerical detail. And management itself is demanding more 
and more statistical data in order to maintain effective 
management controls. 
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Clerical work measurement: 


Detense against 
rising costs 


by Helen R. Wilson 


It is frightening to be told that in 1900 only one office 
worker was required for every thirty workers in the factory, 
while today, recent statistics prove that industry needs one 
clerical worker for every two and one-half factory workers. 

Management must face these facts squarely. It must start 
raising its sights toward the importance of applying proven 
techniques for controlling these mounting clerical costs. 
The time is long overdue. 

Again, we have but to compare the approach to control- 
ling clerical costs with that of controlling manufacturing 
costs, or to compare the terms, management engineering and 
industrial engineering. Furthermore, it must be considered 
that there are four principal factors which govern clerical 
as well as manufacturing operations: manpower, methods, 
machinery, and material, and that these factors are common 
to both types of operations. 

Many years ago, it was Frank and Lillian Gilbreth, and 
Frederick W. Taylor who first demonstrated the need for 
effective cost controls over manufacturing ‘operations. They 
completely revolutionized industry with the successful ap- 
plication of time standards on production methods. Their 
contribution of industrial engineering principles to industry 
was but a first step toward the development of an estab- 
lished pattern for future overall business economies. Indus- 
trial engineering has provided industry with the techniques 
necessary to measure the efficiency of the production worker. 
It has given management a yardstick with which to meas- 
ure production costs and economy of operation. 

Management was very quick to accept this dollar- and 
time-saving technique, for it meant increased production 
and lower product cost. And today, with higher taxes and 
continually rising material and labor costs, few companies 
would or could afford to sacrifice these essential industrial 
engineering controls which they have found so vital to 
manufacturing economies. 

By a simple comparison, why then, does this same man- 
agement hedge when it comes to applying these same engi- 
neering principles to clerical operations? Certainly they 
afford the same cost control factors and time saving ad- 
vantages, 

Is it because many of our top executives have come up 
through the ranks of a manufacturing field and recognize 
economy of operation only through the eyes of production? 
Do they regard clerical operations only as non-productive 
overhead burden? 

The questions are many, but there are definite answers. 
Management must be trained to look upon the clerical staff 
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In 1900, only one office worker was required for 
every thirty workers in the factory, while today— 


in the same manner as the production staff. They must 
look upon the manufacture of documents and the handling 
of paperwork in much the same manner as the manufacture 
of a product. They must train themselves to think in terms 
of manpower, methods, machinery and material, and then 
proceed accordingly to develop ways and means to measure, 
simplify, and control these governing factors. 

Management must prepare today for the new and scientific 
developments of a rapidly changing business machine age. 
It is believed that the time is not too far distant when, 
merely by pushing buttons, one-time laborious clerical opera- 
tions will be performed automatically with the aid of elec- 
tronics. But management must be prepared to meet this 


fast-moving pace now, by availing itself of the proper control 
tools to determine workload volumes, manpower require- 
ments and measured performance—not only for current 
operations but for future operations as well. 

To demonstrate that clerical operations are actually pro- 
duction operations, it’s only necessary to compare the activi- 
ties of an insurance company with those of a manufacturing 


company. Both companies manufacture an item, whether 
it be an insurance policy or a refrigerator. Investment com- 
panies, banks and insurance companies are the biggest 
paperwork factories in the clerical field and employ the 
largest aggregate of office workers in the country. Shortages 
of clerical inanpower and constantly rising wages have forced 
these service companies to seek outside, professional advice 
for an answer to their current overhead cost control prob- 
lems. 

One president of a large eastern insurance company in a 
recent talk compared the company’s clerical problems with 
those of a manufacturing company faced with labor short- 
ages. He pointed out that his company started looking 
around for ways and means to increase production by the 
use of new machines and improved methods, in much the 
same manner as a manufacturing company would attempt 
to solve its problems. He further stated that if the com- 
pany had continued its 1940 methods unchanged for ten 
years, it would have required 31 per cent more labor to 
get the work done in 1950. This would have meant the 
employment of 2,000 additional people. 

Statements such as these are a most definite indication 
that continued progress is being made in the field of work 
measurement and methods improvement and much more 
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—statistics show that industry needs one clerical 
worker for every two and one-half factory workers 


could be accomplished if management could be persuaded 
to listen to some of these experiences by other business and 
industrial organizations. Ears must be closed to the oft- 
heard statement that work measurement on clerical opera- 
tions is still in its infancy. And eyes must be opened to 
the fact that we are living in a fast moving era of change 
and acceptance of change. 

Management has proved its awareness of time standards 
and work measurement on clerical operations by a tendency 
to avoid such a program and by establishing certain un- 
founded barriers against their application. But even though 
management resistance is a recognized fact in business 
circles, it is still felt that much of this opposition could be 
overcome if management were presented with a truer anal- 
ysis and a more practical approach to the problem. 

Management wants simple patterns. Management wants 
more effective controls and lower costs. But most of all, 
management wants a practical means of accomplishing these 
objectives. 

Soundness of principle is paramount to success and 
achievement in any field of endeavor, and this is especially 
true in the development of a program for a new under- 
taking. Therefore, these three basic principles must be 
considered when developing a work measurement program: 

1. Management must study the management engineering 
techniques employed by other companies, seck professional 
advice and then develop a program to fit the individual 
company. 

2. Management must learn how to apply proven engi- 
neering techniques of work measurement successfully by the 
test and try approach, but above all be practical. 

3. It must conduct a training program for supervisory 
personnel and make all employees a part of the program by 
telling them what it is doing, what it expects to accomplish 
and how important they are to the success of the program. 

It has been said that history repeats itself. If this is true, 
then the few who pioneer the need for management en- 
gineering techniques on clerical operations will not have 
labored in vain. We have only to look to the success of 
the great pioneers of the industrial engineering field, the 
Gilbreths, the Taylors and many others, and then to hope 
that by a simple comparison, business and industry will grow 
to accept in the same manner, both the management engi- 
neering profession and the principles for which it stands. 
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Modular equipment saved space, improved appearance when Sylvania Electrie Co. modernized its offices. 


Modular furniture wins approval 


OFFICE FORCES GROW but the othices in which they 
work are all too often rigid, and cannot be expanded: a 
dilemma which has harassed office managers for some years 
now. Renting additional space is a solution, but it is not 
always a practical one, As often as not, the simplest and 
most logical answer has been to redesign office work stations 
and layout to permit more units in the same space. 

This trend is undoubtedly responsible in large part tor 
the growth in national sales of modular office furniture. 

There seems to be little doubt that the interlocking modu 
lar units actually save space when they are used in the 
average office, and at the same time give workers an in 
creased sense of privacy. This is another explanation offered 
tor the growing popularity of the units: the prestige asso 
ciated in the worker’s mind with “a private office,” and the 
fact that individual efficiency usually rises when the worker 
is taken out of the “bull pen” type of open office, increase 
job satisfaction, make it easier to retain top personnel. 

Last of all, the units have mobility and good looks. By 
various combinations of interlocking pieces, a station for 
almost any type of specialized work can be 
Sylvania offices before Techniplan installation standard units—all ot 


created from 
which can later be used in other 
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Manufacturers make units in many different sizes to insure full benefits of modular’s space-saving charac- 
teristics. Larger G R Products “* *E’ Economy” unit shown at right above has desk-top-level filing and storage space, 
and side desk. (Below) Stations for almost any type of specialized work can be created from standard units. 


combinations if the need for the first design should pass. 
Similarly, since all modular units made by the same manu- 
facturer are designed according to one overall plan, an office 
employing these units, in any combination or group of com- 
binations, is going to have a harmonious overall appearance. 

There is no particular trend apparent in the type or size 
of offices that are buying modular furniture. Generally, 
however, there is a distinction in the reasons which offices 
of different sizes give for their use of modular: small offices 
of 100 or less employees usually cite better utilization of 
space as the reason for installing the units; offices in the 
medium group, 100-500 employees, seem more interested in 
giving workers a sense of privacy; and the very large offices 
of more than 500 employees report that the mobility of the 
furniture and the increase in employee efficiency possible 
with it are the greatest advantages of modular installations 
as far as they are concerned. 
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atlas 


Leading national manufacturers of modular 
include: 


Arnot-Jamestown Corp. 
Jamestown, New York 


Art Metal Construction Corp. 
Jamestown, New York 


Art Steel Co., Ine. 
170 West 233rd Street, New York 
GR Products, Ine. 
140 Federal Square Build., Grand Rapids, Mich. 
Globe-Wernicke Co. 


5025 Carthage Avenue, Norwood, Cincinnati, O. 


Rockwell-Barnes Co. 
35 E. Wacker Drive, Chicago 


Fe cep ~ Soe 4 ANE. ie Suet Ss cece = a. — aie : 
re rs i aa 7. es oe as (Ge ee a er aS 4 
2 - in d i i ® a athe bo ae x, 5 ea aera as ; oy a . ae, 
ow ln’ ‘ ‘ ees 
ad. 
Pes: 
a sl: 
i 
“ ee “Sales 
im j 7 ey 
geil 
| ta fa , 
‘ ; 
. ie ; ‘ 
as a : i ; : side 
3 P Be - a ae ie =. y ‘ ee ‘ 
: i ee . —_ ~ | I 
f 2 s ol wee 
‘ f “ 7 ae: lien 2 a, 
an : die Pees a ™ Bite = ie t Ss 
—-_ i , a i 
. ar ‘ ) a fe 4 oe - mg 
; a ae : — : aes ; age 
; / a aa Be es wes f etme 
: ~~ t ee e f i ane , bs | if 
-_ ee ame | 2 
4.8 te... : . ie 7 er ae a - i aa ; ¢ Lan Md y ae i fan a x i a . pee 
BM iis bs ee sas ie oe es Se. oan... Par 
~ * eben e 
- er 
' Pag hag 
¢ ; eT ay 
—— — = —, -—— pa 
| . i i 73) 
aaa = a¢ = = : 
- a — 8 - - ag 
' ; = : ae 
aaa a a ’ . ; : "ii 
oa ae | we ei: ; (ta: poe At.” Saat 
a F Vee <4 ¢ Fi es —— fo = : ‘i ie 
i ‘a hen ‘a ; Pa : “i "4 y eee * : e y 
ae . ee ’ * =, _ — i 5 i 
: | »=ti_ege i B— Ea feo Cie, <1 ii <p 
| ie. eae — ji - a ¥ : fe iy i a ‘ a By - . | 
wee = 4 . ; en a raed ae ee ed ae b; Be si 5 Ws 
: ;. 4 te % “hg ; ny a ‘a 4B’ : F es ae 
” ees e§ : ; % ’ ° ad Jest) oe) cf. Ve : Te | 
fier ace te es / Pt an oie i - ee ig * Sea Fk 
TE fhe tase if 4, J in ae oe 
ee fl Ee a ete P ch: -_ s fy < Cia 
- ee i | . “ea es Es i a Ae CY a a on, ee y cs 
_ a 4g etl 
ee ae 2 eee ne 
~~: . an a <a o = 
va) me fees _ <a 4 -t 4 a > pa 4 i ae ee: = { ie 
we a“ b> - ie ann ctcts bee re roe Ds ees 
3 — a Fa i-th ul a a Rr ets a ‘ F ’ : 
a) oe i saan sit toonas ae. ae {i 
anti - : Re be eS ft >. = *.. 42 ji 
f a ; a eae ‘ a amie aK 
e 5 nes Mae . Core he gialala i Notes r a ; i | 
: Tan. <2 ee A aa 
_ . : : —* eg + oe 
ms Y. i ee ome Ne, Pow 
Ee a ~), | 
. > . ne A Ga SF ae ; oo Se 
units : at} 
= 
was 
sey Ne 
: om heal 
OF = 
; Smt 
: Ree 
are 
+ 
Po die 
a | 2 " 
oT. 
he = ® 
| 
ee 31 " 
¢ 2 — 
>, 
: De 
me O pon 
Ae ae in _ Ne: ee ae ae, ca ie. |, ie ee a8 ea a a he 
ie a A ad ba of aie, RE 2 ee saul RS & 
eee ae) ae: ec oe ho a ae ah ee ee et Oe 7 — * me ; rid 
. : Ais rat ie ie ~— LOS Saas e =a) or +s i ‘ 7 > 
: ieee: le A 
: = Tae ee . 4 a $ 


CASE OF THE MONTH 


First of a series describing how concerns 
improved office methods and procedures 


Company concerned: Cohn-Hall-Marx Company, 1407 
Broadway, New York. 

Problem: Simplifying back order control procedure. 

System used: Cohn-Hall-Marx is a division of United 
Merchants and Manufacturers, a major textile concern. 
Fabrics may be ordered from the company in a number of 
different colors and color combinations, but only colors that 
are in demand are stocked. When an order is received for 
colors other than those in stock, the order is held until 
enough orders for the same color are accumulated to war- 
rant the dyeing of a batch of fabric. This is necessary be- 
cause profitable operation demands that fabrics be dyed in 
standard batches only. A system based on the Bruning 
Copyflex model 50, made by Charles Bruning Co., 4700 
Montrose Ave., Chicago, has been developed to correlate 
these back orders. 

Orders are recorded on a four-part snap-out form which 
is used with multiple carbons, the first of which is double 
faced in order to obtain a backing for the original. 

1—The original is made on Bruning 301 translucent pa- 
per. 

2—A blue copy, with conditions of purchase and sale 
printed on the back, is used as a circulating copy. 

3—A yellow copy, which also has conditions of purchase 


By How Cohn-Hall-Marx, the textile concern, 


simplified its back-order procedure 


and sale printed on the back, is used as the customer's copy. 

4—A white copy serves as the salesman’s copy. 

Only the original is employed with the Copyflex machine. 

After the order has been received, the price is okayed, 
the order is given a code number, and customer’s credit 
is checked and approved. The original order is then sent 
to the Status Unit which is a division of the Merchandising 
Department. The Status Unit checks to see if the colors 
of the styles ordered are in stock or if they will have to be 
back-ordered. 

If the merchandise is not in stock, a check is placed in 
the appropriate column of the original order form. Then a 
sub-master copy is made on the Copyflex machine for each 
style from the original, and filed according to style number. 
After the various sub-masters have been run off, each style 
number is circled by pencil on the original, denoting that 
a sub-master has been made for that particular style. The 
original order is then placed in the customer files so that 
the order is recorded the same day it is received. 

Each separate sub-master is merely a copy of the original 
order with all but one style crossed out. The style which 
remains unmarked applies. Thus, the original order may 
specify a certain quantity of style 8460 in various colors and 
a certain quantity of style 2505 in various colors. The sub- 
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master for style 8460 would have the line indicating the 


(A similar shipping procedure, employing Copyflex du- 
order for style 2505 crossed out. 


plicates from the original order, is used for fabric styles in i, 
As a color becomes available, a notation is made on the colors that are in stock.) x 


corresponding sub-master. When there is enough merchan- Previous system: Before inaugurating the Copyflex sys- 


om 
dise on hand to warrant a shipment, Copyflex prints are tem, copies were reproduced through the use of carbons and Laan? oo 
made from the sub-master. Lines are drawn through the electric typewriters by a staff of six people. This was sub- 
colors that are to be shipped on the sub-master only. These 


sequently changed and individual forms, which served as 
internal work orders, were printed for each style. The cus- 
tomer’s name and address and the items ordered were tran- 
scribed onto these forms from the original by hand. Seven 
clerks were required for this operation. The necessary copies 
were obtained through the use of multiple carbons. 


lines signify shipment. 

When shipment of the fabric in each of the desired colors 
has been completed, the sub-master is attached to the orig- 
inal order in the customer files. 

The prints made from the sub-master on the Copyflex 
are used as shipping orders for the company’s various mills 
or outside sources of supply. After the shipment has been 
completed, one of the copies prepared from the sub-master 
is sent from the point of shipment to the billing department, 
which prepares the customer's invoice from it. 


Advantages: Labor costs and reproduction time have been 
considerably reduced because the same volume of work is 
accomplished in less time with the Copyflex system and 
two clerks than with the former system and a staff of seven 4 
clerks. Errors in transcription have also been eliminated. b 
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in charge of the office services 


Higher status 


for office managers 


helps in— 


KEEPING 
DOWN 
OVERHEAD 


by John J. W. Neuner 
School of Business, College of the City of New York 


This article was first given as a speech 
by Dr. Neuner before the Office Week 
Forums in New York City in 1950, but 
the points made are perhaps even more 
applicable today when office costs are 
continuing to rise steadily. The con- 
clusion of the article will appear in the 
September Office Management. 


The office manager is an executive, essentially 


WHEN YOU TALK on the subject of the Cost Concept 
in office management, it might be wise to have a common 
idea of what we mean by an “office”. An office may be a 
very small organization with one or two people in it, or it 
may be a large organization with four or five thousand 
employees. In our discussion here, I would like to restrict 
the office to a staff of a minimum of fifty to one hundred 
employees. The larger the organization becomes, the more 
important are the phases of the subject of the cost concept. 
We must also have a common idea of the nature of the 
office manager’s job. For the discussion presented today, | 
would like to have you consider the office manager as an 
executive, essentially in charge of the office services. These 
office services include the work of establishing and studying 
office systems and routines, the correspondence and _trans- 
scription work, filing, handling office supplies, office appli- 
ances, office personnel, and office layouts. 

It is necessary to limit the functions of the office manager 
in this discussion because in many firms, the office manager 
handles not only these activities, but also those of the chief 
accountant or comptroller, or the credit manager, or the 
personnel manager. When the office management functions 
are combined with those of accounting or personnel or 
credit, ofice management loses much of its importance as 
a separate executive or administrative phase of business 
management. Office management as here defined is_pri- 
marily a tacilitation division of business management, It 
facilitates the work of two phases of a business—the pro- 
duction on one hand, and the sales or income on the other. 
And because of this facilitation feature, it is a necessary part 
of a business organization. It is called Administrative 
Expense. 

An expense is not a good concept, because no matter how 
much you reduce it, it will always be too high. And with 
office costs or office expenses, we find that the only way in 
which to cover it in business operations is by having a large 
enough profit from operations. In this respect it differs from 
manufacturing expenses. In a factory, the costs of material, 
labor, and factory expenses are added up to give the cost of 
manufacturing an article. If the factory expenses increase, 
the cost of the article increases, and with due consideration 
of the competitive angle, the selling price must be increased 
to cover this increase in factory expenses. 

But with office costs or office expenses the problem is 
slightly different. There is no product cost to which the 
office costs can be charged directly. It must come out of the 
gross profit. Hence, the more we reduce this office cost, the 
greater will be our profit. So, I repeat again, No matter how 
much you reduce your office costs, they are still too high! 
Office costs are a sort of necessary evil: Neczssary because we 
cannot do without them entirely; evil because they decrease 
the net profits. Therefore the ideal situation would be in the 
firm where there are no office expenses. But this is obviously 
impossible. 

With the foregoing definitions and limitations in mind, 
let us examine what elements make up office costs. There 
are four major elements—office payrolls, office supplies, de- 
preciation of office machines and equipment, and certain 
fixed charges, such as rent, light, heat, taxes, insurance, etc. 
The largest single item in this group is payroll. But all four 
of them have in recent years been increasing very much. 
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“When office management functions are combined with 
those of accounting or personnel or credit, office manage- 
ment loses much of its importance as a separate executive 
or administrative phase of management... . 


9° 


Our problem as successiul executives is to reduce each 
of these as much as possible. But in so doing, you frequently 
have a certain amount of conflict. This conflict results from 
the human factor involved. If you had a large office force, 
and in attempting to reduce your office costs by installing 
office machines you found it necessary to discharge one-half 
of your office force, you would immediately have to raise the 
question “Is this the human thing to do?” Also, should you 
install machines first and then consider the human factor? 
or should you consider the human factor and then install 
the equipment? Even with the risk of being misunder- 
stood, I should like to state that when you consider the 
problem of reduction of office costs from a managerial point 
of view, your first objective must be efficiency or the increase 
of efficiency i. e., the reduction of costs; and then if possible, 
every consideration must be given to reducing the human 
discomforts resulting from loss of jobs or transfers to other 
jobs. 

I don’t know whether you like that statement. I don’t like 
to make it. But your problem is the reduction of costs— 
putting in the equipment first, and then considering what 
can be done for the employees affected. 

With these introductory remarks out of the way, let us 
now consider the term “cost concept” in office work. The 
term sounds rather academic. But when yo: are faced with 
this term you must constantly keep in mind three questions. 

What does the office work now cost? 

How can you control the cost of office work? 

How can the controls set up for office work reduce 
costs? 

First, what does office work cost? Having found out what 
office work costs, you must set up controls for such costs. 
And when you have set up the controls, you must use them 
to reduce the costs. These three factors make up the cost 
concept of office work. But we cannot leave it there. 

When you think of office costs, you must think of them in 
two ways. First, we have what is known as total cost be- 
havior. The office is considered as an operating unit. The 
total cost of operating this unit is usually considered as 
administrative expense by the accountant. It appears as such 
in the Profit and Loss Statement for the period. This total is 
known as the total cost of office work. In many organiza- 
tions, it first appears in the operating budgets for the period. 
Later it appears on the books of the firm as one group of the 
operating expenses. Studying your budgeted and your office 
costs will indicate the office cost behavior but it will be 
essentially in total figures. It is useful for the top level of 
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management; it is indicative of what has happened to the 
total cost of office work. It is not too helpful to the executive 
who is responsible for the control and reduction of office 
costs. Therefore, it becomes necessary to have a second in- 
terpretation of the concept of office costs. This second inter- 
pretation refers to the unit costs which add up to the total 
departmental costs. It is really a unit cost behavior which 
must be considered. Unit costs are necessary for setting up 
the controls used to reduce costs. These unit costs refer to 
the cost of the various activities of the office such as corre- 
spondence work, filing work; transcription work; mailing; 
communication, etc. Within each of these activities are unit 
costs such as cost per page of letters; cost of filing 1,000 
papers; cost of transcription work per cylinder, costs of 
mailing per month, etc. 

It is these costs which must be analyzed for most effective 
control. If not, you may have a situation in which the total 
office costs may have decreased $2,000. a month, and yet the 
costs of certain office activities such as correspondence and 
communications may have increased disproportionately, 
such increase being more than offset by a reduction in the 
cost of other activities such as filing and mailing. With the 
detailed costs on hand the office manager should be able to 
determine why certain activities increased in cost, and per- 
haps indicate how such costs may be reduced. It becomes 
apparent therefore that office costs must be studied in total 
and in detail to have the most complete and satisfactory 
control of them. 

Before leaving this subject, I would like to warn you about 
these unit costs. In factory accounting after World War I, 
many cost accountants made the mistake of spending so 
much time and money collecting unit manufacturing costs 
that all gains from the cost accounting work were lost in 
the cost of clerical work. Many office managers, unless they 
are very careful, will find themselves spending so much 
time collecting and computing unit costs of office activities, 
that instead of reducing the cost of office work, it will 
actually increase because of added clerical work. 

Nevertheless most office costs can be studied statistically 
—not as a continuous project, but as a periodic one. Corre- 
spondence costs in detail need not be studied continuously. 
It costs too much to do so. Studying them for a week at a 
time, say every three months will be as effective in most 
instances as studying them continuously. In other instances, 
it may be necessary to study only the total costs of certain 
office activities such as filing, or duplication work. 

(To be concluded next month) 
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q Cecil B. DeMille presents a set of 
Morris desk-top equipment to Sam 
Hanson of Covina, Cal. The young 
high school student had won second 
prize in an American Cancer Society 
poster contest. Also pictured are Sam’s 
father and Paramount player Marla 
English. The desk equipment is made 
by Bert M. Morris Co., 8651 W. 3rd 
St, Los Angeles, Cal. 


q To provide headquarters for its Pa- 
rade of Progress exposition, a research 
and engineering show now touring 
the country, General Motors converted 
a 33-foot long Futurliner van into a 
big office on wheels. The portion of 
the main office shown to the left con- 
tains the entrance and filing section. 
Actually, it is the smallest part of the 
room. The other end is used for the 
conduct of actual operations. A one- 
half horsepower Frigidaire air condi- 
tioner maintains comfortable room 
temperatures, while another unit air 
conditions the driver's compartment. 
The office has large picture windows 
on either side. 


> With the opening of its new plant 
and home offices at 1055 Home Ave., 
Akron, Ohio, the Andrews-Alderfer 
Co. has tripled its production capacity 
for Andal foam-fabric materials. The 
new building has 6,400 square feet of 
office space and 22,000 square feet of 
factory area. At the same time, the 
company will continue to use its origi- 
nal plant at 120 Ash St. The Andal 
process is used to embed fabrics in 
latex-foam prior to its vulcanization. 
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p The one millionth Executone inter- 
communications unit is handed to 
TWA hostess Ann Thorwart by Ex- 
ecutone President Philip H. Seaman. 
Miss Thorwart carried it aboard a 
Martin Skyliner for the flight from 
New York to Indianapolis, where she 
turned it over to Ashton C. Wood, In- 
dianapolis distributor, This unit ulti- 
mately was installed in the L. S. Ayres 
department store in Indianapolis. 


Ce 


It took a wheelbarrow to hold the 
78,000 pennies that showered on 22- 
year-old Billy Walker of Greene, lowa 
after Radio Station WOWO of Fort 
Wayne, Ind. broadcast a fan letter 
Billy had written to the station. The 
young man, a spastic paralytic who has 
been paralyzed since birth, had pound- 
ed out his letter on a battered type- 
writer, apologizing in a postscript tor 
his typing. The radio station broadcast 
the letter and its postscript, and asked 
each listener to contribute a penny to 
help Billy buy a new typewriter. Pen- 
nies poured in from nearly every state 
in the union, and even from Bermuda 
and Canada. Amazed at the response, 
Billy suggested he would like an elec- 
tric typewriter. This was promptly do- 
nated by Remington Rand, so the 
78,000 pennies were used to advertise 
Billy's magazine subscription business, 
which has begun to boom. 
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q@ Three Elgin, Illinois high school 
seniors learn methods of operating the 
Auto-Typist. The girls are attending 
the Elgin National Watch Company's 
new 16-Saturday training course, 
which is designed to train prospective 
Elgin stenographic help in office pro- 
cedures before the girls assume full- 
time responsibilities after graduation.. 
Here Miss Marguerite Schaffer (seat- 
ed), manager of Elgin’s stenographic 
department, instructs (left to right) 
Marianne Boswell, Shirley Suda, and 
Betty Plus. Along with the Auto-Typ 
ist, the ten top girls attending this 
course learn to operate tabulating and 
bookkeeping machines and the tele- 
type. The company feels that this pro- 
gram eliminates much of the otherwise 
unproductive period while the new em- 
ployee is becoming familiar with of- 
fice equipment and office procedures. 
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q The young lady wrapping a package 
is Dolly Martin, a secretary for The 
Gray Manufacturing Co., maker ot 
Gray Audograph dictation equipment. 
The package is typical of many sent 
out by the company as gifts to former 
employees now in the armed forces. 
Gray is one of many business firms 
that maintained such a gift program 
during World War II, but, unlike most 
of the others, Gray continued sending 
its packages after the war was over. 
After the outbreak of the Korean War, 
the company expanded its program to a 
point at which gifts were mailed out 
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four times a year. Gilts are selected 
with an ear to the advice of Gray’s 
personnel manager, Norman Markel, 
who checks with veterans in the plant 
to find out what gifts are most appre- 
ciated. Typical presents have included 
engraved silver wrist identification 
bands, engraved pocket knives, ciga- 
rette lighters, and toilet kits. After 
World War II, more than 80 per cent 
of Gray’s former employees returned 
to the company after they got out of 
service. The company feels its gift 
program pays off in good employee 


relations. 


A The helicopter, which has recued 
many a downed pilot from the Ko- 
rean Reds, has found a new job—as 
an aerial taxi for executives of the 
Rockwell Mfg. Co. of Pittsburgh. This 
model S-55 Sikorsky is believed to be 
the first helicopter ever employed for 
executive travel. Seven of Rockwell’s 
outlying plants are located in the area 
within 200 miles of the home office, in 
small communities not served by direct 
air or rail facilities. They were difh- 
cult to reach. But it was easy enough 
to rope off a part of a parking area 
at each plant and call it a heliport; 
then, with a helicopter that can make 
the longest of the door-to-door hops 
in two hours, the preblem was solved. 

The service is fast and when passen- 
gers get hungry the pilot sets the ship 
dewn near a roadside restaurant for 
lunch. At the left, Charles O. Naley 
says good-by to President W. F. Rock- 
well, Jr., at the Norwalk plant. 
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A Frank Scerbo & Sons, Inc., of 536 
Pearl St., New York 7, N. Y., has 
recently completed these installations 
of furniture in the offices of the Lib 
erty Mutual Insurance Co. in Charles 
ton, $. C. The special tufted chairs are 
of Chippendale design. The large table 
in the picture above is planned to 
accommodate 14 people. It carries a 
Duncan Phyte design. The furnish 
ings of the executive board room, 
at the right, are of similar design. 
These particular installations were 
made by Mr. Roger DeGot of W. & J. 
Sloane. Manufacturing was done by 
Scerbo Mig. Co. 


b There are some satisfactions in be- 
ing “a little cog in a big machine” if 
one can see the big cogs turn when 
the little one does. Because the em- 
ployee generally gets more satisfaction 
from his job when he can see how his 
work fits into the end result, A. B. 
Dick Co., 5700 W. Touhy Ave., Chi- 
cago, set up in its factory the same 
colorful exhibit it had used at 
NOMA’s Business Show in Boston. 
Experienced sales personnel ran dem- 
onstrations of A. B. Dick products, of- 
fered explanations and showed pic 
tures. The show was a success. 
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A Monthly Feature 


Tools of the Office 


Adding and Calculating Machines 
Dictating and Transcribing Machines 
Microfilm Equipment 


Manufacturers’ List on Page 42 


Monroe model 611-11-011 10-key 
adding machine 


Addo Machine Co., Ine. 

The line of Addo-X electric adding 
machines manufactured by the Addo 
Machine Co., Inc. is illustrated on 
the opposite page. 

Description, Addo-X machines are 
available in capacities ranging from 
eight-column entries with eight-col- 
umn totals to ten-column entries with 
eleven-column totals. 


A new feature which is just being 
added as standard equipment on 
Addo machines is the Step-O-Matic de- 
vice, which is designed to speed up 
problems in multiplication. Use of 
the Step-O-Matic eliminates the need 
for using the zero key to move the 
carriage to the next column in mul- 
tiplication. With this feature, when 
the multiplication keys (Repeat or Re- 
peat/Subtract) are released, the ma- 
chine automatically shifts to the next 
column. In the illustration, the Step- 
O-Matic multiplier lever is shown at 
the upper left-hand corner of the key- 
board. 

Prices. From $280 to $360 list, de- 
pending on capacity. 

Delivery. Approximately ten days. 


R. C. Allen Business 
Machines, Ine. 

R. C. Allen manufactures both 
hand-operated and electric adding ma- 
chines. The model shown on page 41 
is the No. 1015 Visomatic, which is 
one of the electric machines. 

Description. The Visomatic is manu- 
factured in capacities varying from 


Friden Grand Total Calculator, model ACG 


seven to ten columns. Among its fea- 
tures are an automatic clear signal, 
which prints alongside the first item 
entered in the machine an indication 
of whether or not the machine was 
” . 

clear” when the operation was begun; 
a writing table attached to the ma- 


IBM calculating punch, type 602-A 
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chine for writing purposes; and an 
“even-odd” keytop formation in which 
the odd-numbered keys are more con- 
cave than the even-numbered keys, to 
aid the operator through the sense of 
touch. 

The machine prints automatic to- 
tals and sub-totals; it prints ciphers 
automatically; and it provides direct 
subtraction in which the subtracted 
items are printed in red. In addition, 
the Visomatic has visible dials. Mod- 
els of this series are finished in a soft 
green. 

Prices. For the model 1015, $314, 
list. The list price of the smallest 
hand-operated model is $117, and pric- 
es range to $514 for the largest electric 
model. 

Delivery. No delay. 


Barrett Adding Machine Division 


The Barrett Adding Machine Divi- 
sion of Lanston Monotype Machine 
Co. manufactures the electric printing 
calculator pictured on page 48. 

Description. This machine has vis- 
ible dials and is equipped with a direct 
subtraction automatic shift and mul- 
tiply lever. A feature added during 
the past year is a transparent paper 
knife. 

The manufacturer states that this 
machine has a capacity of 150 strokes 
per minute. This printing calculator 
has a weight of 17 pounds and meas- 
ures 7 x 13”, 

Price. $275, plus tax. 

Delivery. Immediate from stock. 


Olivetti: printing calculator 
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Burroughs Corp. 
Of the line of adding machines and 
calculators produced by the Burroughs 
Corp. (formerly known as the Bur- 
roughs Adding Machine Co.), the 
model illustrated on page 48 is the 
Two-Total Calculator, model 5 10 55, 
which the maker describes as “The 
Calculator with the Memo-Register.” 

Description. The Two-Total Calcu- 
lator is an electric machine with a 
nine-column keyboard and a ten-col- 
umn total capacity. Its special feature 
is the fact that it is provided with two 
dials; the front dial registers individ- 
ual calculations, or sub-totals, while 
the rear dial indicates automatic totals, 
or net results. Burroughs states that 
this feature simplifies many computa- 
tions, such as are involved in payroll 
and invoice, by eliminating the re- 
handling of figures and other inter- 
vening operations. 

The speed of operation, states the 
manufacturer, depends entirely on the 
efficiency of the operator. The results 
are instantaneous, appearing in the 
dials the instant the keys are de- 
pressed. 

Other Burroughs models vary from 
one with a five-column keyboard and 
a six-column totaling capacity to a 
large model with a 13-column key- 
board and 14-column totals. 

Prices. For the Two-Total Calcu- 
lator illustrated, $814. The prices of 
other models range upward from 
$210. 

Delivery. Immediate. 


Clary Multiplier Corp. 

To supplement its smaller Utility 
and regular Deluxe electric adding 
machines and calculators, Clary has 
recently introduced its new Custom 
line. It was first exhibited on June 
18 at the Trade Exhibit of the Na- 
tional Office Machine Dealers Associ- 
ation convention in Atlantic City. 
Model 107.01 is shown at the right. 

Description, The new Custom line 
ot adding machines has a touch-con- 
toured keyboard in which flat and 


(To page 47) 
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Lightning Adding Machine Co.'s stylus-operated desk model 


Curta calculator 
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Manufacturers’ List 


Adding and Calculating Machines 


Addo Machine Co., Inc., 

145 West 57th St. New York 19, 
N. Y. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N.W., Grand Rap 

ids 4, Mich. 

Barrett Adding Machine Div., 
Lanston Monotype Machine Co., 
24th & Locust Sts., Philadelphia 3, 

Pa. 

Burroughs Corp., 

6071 Second Ave., Detroit 32, Mich. 


Calculator Co., 


100 Hudson St., New York 13, N.Y. 


Calculator Equipment Co., 

Orange, N. J. 
Clary Multiplier Corp., 

408 Junipero, San Gabriel, Calif. 
Curta Calculator Co. 

3851 W. Madison St., Chicago 24, Ill. 
Facrt, Inc., 

500 Fifth Ave., New York, N. Y. 
Felt & Tarrant Mfg. Co., 

1735 N. Paulina St., Chicago 22, Ill. 


Friden Calculating Machine Co., Inc., 
2350 Washington Ave., San Lean- 
dro, Calif. 
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Nov. 9244 for executives 
Dec. 9427 ~—s efficiency. 
* 1953 January 9303 


April 10,023 

May 10,211 

JUNE 10,302 
@ From A.B.C. report 
for six months periods 
cember 1952. 


*Subject to ABC. 
Audit for six months 


212 Fifth Avenue 


Specialized office systems and equipment 
© 1952 January 7122 editorials attract top executive PAID sub- 


February 727!  seribers 

March 7572 ; ; 
April 772; In steadily increasing numbers, more and more office 
May 8024 Management executives have been discovering OFFICE 
tone 8569 MANAGEMENT as their indispensable source of vital 
July 849g Management information on office systems, services, 


Aug. 8494 supplies and equipment. That's why they pay subscrip- 
Sept. 8555 ~—sttion fees to OFFICE MANAGEMENT—the only A.B.C. 
Oct. 9154 audited voluntarily paid publication edited exclusively 
concerned with office operations and 


Feb. 9248 MANUFACTURERS: 

March 9604 OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. 
and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ending June and De- ing authority—start your schedule next month. 


1 i Set copy, Ist of preceding month 
a, ending Jue CLOSING DATES: Complete plates, 5th of preceding 
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The Magazine for Management Executives 


They are alert to new procedures, 


month. 


Toeae” 


New York 10, N. Y. 


Richard Gibian Business Machines, 
128 Lafayette St. New York 13, 
Hi; 3; 


Hiatt-Bush Co., 
P.O. Box 1571, Tulsa, Okla. 
International Business Machines Corp., 
590 Madison Ave., New York 22, 
a « 
Lightning Adding Machine Co., Inc., 
The 
1260 West 2nd St., Los Angeles 26, 
Calif. 
Marchant Calculators, Inc., 
1475 Powell St., Oakland 8, Calit. 
Monroe Calculating Machine Co., Inc.. 
555 Mitchell St., Orange, N. J. 
National Cash Register Co., The 
Main & K Sts., Dayton 9, Ohio 
OTA-Business Machines Division, 
Asheville, N. C. 
Odhner Calculator Co., 
500 Fifth Ave., New York 36, N. Y. 
Olivetti Corp. of America, 
580 Fifth Ave., New York 36, N. Y. 
Plus Computing Machines, Inc., 
5 Beekman St., New York 38, N. Y. 
Precisa Calculating Machine Co., Inc.. 
375 West Fourth South, Salt Lake 
City, Utah 
Remington Rand Inc., 
315 Fourth Ave., New York 10, 
N.Y. 
L C. Smith & Corona Typewriters, 
Inc., 
Syracuse, N. Y. 
Swift Business Machines Co., 
Great Barrington, Mass. 
Underwood Corp., 
1 Park Ave., New York 16, N. ¥ 
Universal Business Machines Corp., 
River Rd., Middleton, Conn. 
Victor Adding Machine Co., 
3900 N. Rockwell St., Chicago 1s, 
Il. 


Dietating and Transcribing 
Machines 


American Dictating Machine Co., 

65 Madison Ave., New York 16, 

N. Y. 

Amplifier Corp., Magnematic Div., 

398 Broadway, New York 13, N. Y. 
Ampro Corp., 

2835 N. Western Ave., Chicago, Il. 
Baltimore Dictating Machine Co., 

817 E. 33rd St., Baltimore 18, Md. 
Codit Co.., 

3635 Dell Trail, Chattanooga, Tenn. 
Daystrom Electric Corp., 

$37 Main St., Poughkeepsie, N. Y. 
(To page 57) 
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Just right for the small office. A filing cabinet, 
a storage cabinet and a concealed secret vault 
all in one. The latest design in office cabinets. 
Contains four ball-bearing letter files plus three 
adjustable storage compartments under lock 
ond key. Only YOU know the combination of 
the secret vault. Will pay for itself by preventing 
petty pilferage. 51'2’' high, 30'2"’ wide, 17” 
deep. Olive green or Cole gray baked enamel 


finish, 


No. 990 LETTER SIZE $72°° 


No. 1090 LEGAL SIZE 52'«" high, 33'2" wide, 17” deep 
With legal size instead of letter size drawers $82.50 


No. 991 — Similar to above 
No. 990 but with two dou- 
ble index drawers added, 
replacing the top letter file 
drawer. Index drawers are 
designed for 3x5 or 4x6 
cards (6400 capacity). 


Can also be used for can- 


Above cabinets with plunger-type lock 
that automatically locks all drawers. 
$8.50 additional 


The above cabinets in Grained Woal- 


celled checks $72.50 nut, Mahogany or Knotty Pine finish. e : 
$12.56 additional +5) 
Prices slightly higher in Texas, Colorado and West of the Rockies. ee oe 
te 
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The cabinets illustrated on this and the opposite pages represent 
only a few of the combinations made to meet your own particular 
needs. They can be interlocked with standard 3x5, 4x6 or 5x8 
card cabinets. Cole’s “Interlock’’ units are small enough to fit into 
any closet or corner, yet large enough to house any filing system. 


ONE DRAWER CABINET 


A smooth gliding, roller bearing drawer file for personal use in 
home or office. Made of heavy gauge steel. Equipped with spring 
compressor for record protection. Can be interlocked with other 
units of Cole’s “‘Interlock’’ system. Build them higher as your 
business grows. Olive green or Cole gray. 

NO. WIDE HIGH DEEP PRICE 


111 Letter Size 1434" 12%" ie” $12.50 
222 Legal Size 1834" 12%" 16" 14.50 


PRIVATE SAFETY CABINET 


A heavy gauge steel safety cabinet protected by lock and key 
for housing private papers and other office records. Olive green 
or Cole gray finish. 


NO. WIDE HIGH DEEP PRICE 
121 1434" 1212" 16” $12.50 
151 1834" 12%2" 16" 14.50 


Ps “COMBO” UNIT letter Size 


No. 700 consists of two letter size 
files on sanitary base. 1434" wide, 


CARD and LETTER FILE 


No. 702 has two letter files plus 
two 4 x 6 card drawers (3200 cap.) 


LETTER FILE & SAFE UNIT 


No. 704 has a letter file plus a 
private safety cabinet with lock 


“COMBO” UNIT No. 706 


Has a letter file, a private safety 
cabinet with lock and key plus two 


3. 30!2" high, 16” deep. $30.25 on sanitary base. 1434 wide, x and key. 1434” wide, x 30'2” high, 4 x 6 card drawers (3200 cap.). 
4 3634" high, x 16 deep. $37.45 x 16” deep. $30.25 1434" wide, x 3634” high, x 16” 
4 deep. $37.45 

“COMBO” UNIT tego! size CARD and LEGAL FILE LEGAL FILE & SAFE UNIT “COMBO” UNIT No. 707 
No. 701 consists of two legal size No. 703 has two legal files plus No. 705 has a legal file plus an Has a legal file, an extra large 


files on sanitary base. 184" wide, 


30'2" high, 16” deep. $34.65 


two 5 x 8 card drawers (3200 cap.) 
on sanitary base. 1834" wide, x 


37'2" high, x 16° deep. $44.25 


extra large private safety cabinet 
with lock and key. 1834’ wide, x 


30'2" high, x 16” deep. $34.65 


LOCKS { 


private safety cabinet with lock 
and key plus two 5 x 8 card draw- 
ers (3200 cap.). 1834’ wide, x 3712" 
high, x 16” deep. $44.25 


STEEL EQUIPMENT COMPANY 


285 Madison Avenue iM 
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Above contains removable 
center drawer steel partition. 
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ADD-A-SECTION 


Cole’s popular interlocking units will save you 


, “LEGAL BLANK” CABINETS 


Used for electros, engravings, legal forms, letterheads and 
other office forms. Heavy steel, full length drawers equipped 


time and valuable space. Designed so that you 


with rear hood for protection of contents. Nickled drawer it 
pulls and card holders. Rubber feet prevent marring of furni- 


can build your own filing system to suit your par- ae 


COLE 


ture. Can be interlocked with other units illustrated. 
INSIDE DRAWER 
Wide High Deep PRICE 


13%" 2” 15%” $12.50 


CABINET SIZE 
NO. Wide High Deep 


C166 14%" 12%" 16” 


C266 18%" 12%" 16” 17%" 2° 15%" 19.95 
CABINET for 4x6 CARDS 
No.C3462 $7.20 
CABINET for 6x4 CARDS 4 
No.C3364 $20.00 ~ 
CABINET for 9x 6 FORMS iFe 
No.C3962 $19.20 
‘LEGAL BLANK’ Cabinet : 
also used for stationery ae 
and office forms i 
No.C166 $12.50 bs 
% 
Me 
LETTER SIZE FILE be 
- No.111 $12.50 OF: 
oe 
COMBO” UNIT No. 708 “COMBO” UNIT No. 710 ; 
A letter size file plus five “legal Used for X-Ray films, photographs, 
blank’ drawers (inside dimensions electros, legal blanks or other 
13'4" wide, x2” high, x 1538" deep) printed forms. Has a large size i 
on a sanitary base. 1434’ wide, x private safety cabinet protected by . 3 
3012" high, x 16” deep. $31.50 lock and key. Five double size ee * 
“legal blank” drawers (inside No.121 $12.50 fa 
“COMBO” UNIT wo. 709 drawer dimensions 1714 wide, x 
A legal size file plus five double 2” high, x 1538’ deep) plus three -. 
“legal blank” drawers (inside di- drawers for 3 x 5 cards (8400 cap.) me 
mensions 17's" wide, x 2” high, x on a sanitary base. 1894" wide, x SANITARY BASE i 
1538 deep), on a sanitary base. 3512" high, x 16” deep. $54.95 d 
18%” wide, x 30!” high, x 16” No.111B $6.25 ie 
deep. $42.95 iS 


4 


ee 


%. 


Prices slightly higher in Texas, Colorado and West of the Rockies 


Aver 


ticular needs. These are all 16° deep, 14% wide 


(letter size). 


STEEL EQUIPMENT COMPANY. 
285 Madison ene ia ? 


_ New York 17, N. 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and ina jiffy. .. Stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $3°° 


There is a size made for every office record. These Pronto files 

are sturdily built of 275-lb. test fibre board, reinforced with 

FOLLOW steel on the shell and the four corners of the drawers as well. 

BLOCKS They cost no more than ordinary files! Can be interlocked into 

90¢ Asernares solid units and stacked to the ceiling. Beautiful in appearance, 
Made for any size file : . . . 

finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


eer “4 ir © mn tT Q 
CHECK size $240 
Prices slightly higher in Texas 


Colorado ond West of the Rockies. s T °o we A G E r 4 L E s 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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(Continued from page 41) 
concave keytops alternate from row 
to row as a means of facilitating touch 
operation. The keys themselves are 
pyramid-shaped; this is claimed to 
eliminate fingernail breaking. Identi- 
fication ot depressed keys is permitted 
by color contrast. The new keys also 
have larger numerals. 

The manufacturer claims that this 
acding machine performs at 190 cycles 
per minute. The complete operation 
of adding or subtracting, printing the 
answer, jumping the tape above the 
tear-off bar, and clearing the machine 
is said to require less than one-third of 
| second. 

Another teature of the Custom line 
is its coloring. The keyboard is fin 
shed in two tones of green, and the 
plastic case is in beige. This scheme 
of colors is said to reduce eyestrain. 
In addition, the tape enclosure is de 
signed to be dustproof. Capacities of 
the five Custom models range from 
8 to 11 columns for listing, and from 
9 to 12 columns for totaling. 

Machines of other capacities and 
features are to be found in the Utility 
and Deluxe lines. 

Prices. The starting price on model 
07.01 is $325, ranging up to $390. 
Delivery. Immediate. 


Curta Calculator Co. 

Curta Calculator Co. offers the 
Curta calculator, a lightweight device 
which, as may be seen from the photo- 
graph on page 41 can be held in the 
hand. 

Description. The Curta calculator 
is notable for its compactness and 
small size. It is cylindrical in shape 
with a diameter of 21/16” and a 
height of 3 3/8” 


calculator has a capacity of eight places 


It weighs 8 oz. This 


on the keyboard, six in the counter 
dial, and eleven in the answer dial. 
The company states that fast operation 
is allowed by the very small size of the 
moving parts. 

Price. $142, plus taxes. 


Delivery. Immediate. 


Facit. Ine. 

The Facit line of calculators is 
manufactured in Sweden by Aktiebo- 
laget Atvidabergs Industrier of Stock- 
holm and distributed in the United 
States by Facit, Inc. through about 100 
outlets over the country. Shown on 
page 48 is the model ESA-O electric 
calculator. 

Description. Model ESA-O is a fully 
automatic machine, electrically oper- 
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ated. Like other Facit models, it is 
made of Swedish steel. The parts are 
protected against dust and are designed 
and placed to withstand the roughest 
treatment, whether by knocks and 
blows or by extremes of climate. 


Smallest in the Facit fine is the 
model TK, a hand-operated calculator. 
This machine is compact and light 
weight, being particularly designeJ for 
use where portability is essential or 
where clectric outlets are a problem. 
Aithough 
multiplication and division, it is equal- 


is especially intended for 


ly suited to addition and subtraction. 
Its green finish has been designed 
eliminate glare and light reflection. 


The company states that a ten-year 
supply of spare parts is now stocked in 
American warehouses. 

Prices. The four Facit models are 
priced at $179.50, $275, $375, and $550, 
plus taxes. One- two- and three-year 
maintenance contracts are offered with 
each machine. 

Delivery. About one week. 

Felt & Tarrant Mfg. Co. 

The model 3D11 Com tometer is 
shown on page 48. This is a new 
model which was introduced | last 
spring. 

Description. This Comptometer 1S 


1 13-pound machine which is easily 


pertable. Its operation is similar to 


“| thought we couldn’t afford a new 
calculator. We tried a Marchant for a 


week and did | change my mind! 
“The Marchant is so simple to operate everyone 


in the office uses it. 


“The amount of time we’re saving is astounding. Our 
Marchant paid for itself in a matter of months.” 


The MARCHANT MAN in your phone book is ready to 

show you, on your own work, that MARCHANT is the 

simplest calculator to operate, yet delivers the highest 
| figure output. Call him or mail this coupon with your 
: business letterhead to get your FREE... 


Guide to Modern Figuring Methods ( 
Illustrated Booklet about Marchant Calculators 


: MARCHANT CALCULATORS, INC. - Oakland 8, pommaes 


OFFICE MANAGEMENT 


MARCHANT'S MANY 
EXCLUSIVE FEATURES 
INCLUDE : 

““Push-Button” 
Multiplication 
Complete Carriage 

Carryover 
One-Hand 
Keyboard Control 
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Gibian Multimat installed on a 
caleulator 


Burroughs *Two-Total” caleulator 


that of other models in this series, in 
that it is a direct action, key-drive 
machine which operates without the 
use of cranks, levers, or motor bars. 
Answers appear in the answer dials as 
the keys are pressed, 

Among the features of the Comp- 
tometer are its high-speed touch meth- 
od of operation, a device which locks 
the keyboard should the user make 
an operational error, large answer fig- 
ures which are recessed to minimize 
glare and which are printed in two 
colors to facilitate reading, and a new 
case of fiber-glass reinforced plastic 
with a wrinkle baked enamel finish. 

The Comptometer is capable of mul- 
tiplication and division, as well as 
standard addition and subtraction. It 
has five columns for entries, and six 
for answers. 

Prices. The five-column model, No. 
3D11, which is the lowest in the 
Comptometer line, lists at $280. 

Delivery. Immediate. 


Friden Calculating Machine Co. 

Friden’s fully automatic Grand To- 
tel Calculator, model ACG, is illus- 
trated in this section. 

Description. Two new automatic 
features have been added to this calcu- 
lator. The first of these is automatic 
accumulation of individual extensions. 
The manufacturer describes this op- 
eration as follows: “A touch of a single 
key stores each extension in the accu- 
mulating dials, saving countless oper- 
ations and chances for operating er- 
rors. Even if an extension is copied 
incorrectly by the operator, the dials 
show the correct accumulated total. 
Discounts and deductions are com- 
puted and automatically subtracted 
from the grand total.” 

The second feature is automatic se- 
lective half-cent adjustment. Of this 
the company states, “when an exten- 
sion involves a half-cent or more, the 
eperator must ordinarily round off the 
amount to the nearest full cent. This 
involves an operator decision and an- 
other chance for operating error. On 
the Friden model ACG the amount is 
rounded off automatically.” 

Price. $875. 

Delivery. Immediate. 


Richard Gibian 
Business Machines 

A new invention to convert semi- 
automatic calculating machines into 
fully automatic calculators has just 
been introduced by Richard Gibian 


OFFICE MANAGEMENT 


Susiness Machines. It is called the 
Multimat. 

Description. The Multimat, which 
is illustrated on this page as an attach- 
ment to a Monroe model, is a device 
which can be attached in about half 
an hour to standard semi-automatic 
models such as those manufactured by 
Monroe, Marchant, Facit, Friden, or 
R. C, Allen (model 35). To multiply, 
the multiplier is dialed on the Multi- 
mat in an operation similar to dialing 
a telephone. The Multimat provides 
for automatic multiplication, including 
carriage movement. 

Price. About $79.50 installed. 

Delivery. Deliveries started in July. 
It is anticipated that they will catch up 
with demand by September. 


International Business 
Machines Corp. 

The IBM model pictured on page 
40 is the type 602-A calculating punch, 
which is designed not only to calcu- 
late, but to punch the results into IBM 
cards as well. 

Description. The manufacturer 
states that the machine is designed “to 
multiply, divide, cross-add, and cross- 
subtract many combinations of factors 
for accounting and statistical reports. 
These four basic mathematical proc- 
esses may be performed and the re- 
sults punched into IBM cards in the 
same operation.” 

The speed is governed by the num- 
ber of columns to be punched and the 
number of cycles required for the 
completion of the calculations, At the 
average speed, which is 6 cycles for 
each card and 11 columns of informa- 
tion to be punched, this calculator will 
handle up to 2,000 cards an hour. 

The machine has the following ca- 
pacities: 72 positions of storage, 30 
positions of counter capacity, and 12 
standard program positions. 

Price. The calculating punch is a 
rental item. The price varies accord- 
ing to the particular installation. 

Delivery. Varies according to instal- 
lation requirements. 


Lightning Adding Machine Co. 

The Lightning desk model adding 
machine -pictured in this section is de- 
signed to be small and light enough 
so that it can be carried about by sales- 
men and professional men in addition 
to being used more conventionally in 
business offices. 

Description. This machine is 14 
inches long and 4'4 inches wide. Its 
total weight is 13 pounds. The dials 
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Swift adding machine 


are operated by the use of a metal 
dialing stylus. The machine is capa- 
ble of direct subtraction as well as ad- 
dition, and can compute answers up 
to seven places. Results appear auto- 
matically in the answer windows at 
the top ot the dial panel. All dials ase 
automatically cleared by a one-stroke 
flick of the clearance lever at the left 
of the tace. 
Price. $14.95, 


Marchant Calculators, Inc. 

The Marchant Figurematic Calcu- 
lator, model 8 ADX, is pictured on 
the tollowing page. 

Description. The 
trated is an eight-bank model. Among 
its special features are automatic si- 
multaneous “push-button” multiplica- 
tion, one-hand keyboard control, and 
three-dial proof of every entry. 

A new feature is automatic 
ance and tabulation as the dividend is 
entered. When the dividend is set on 
the keyboafd, a touch of the dividend 
key automatically clears both carriage 
dials of previous calculation, the car- 
riage automatically returns to proper 
tabular position (where the dividend 


machine | illus- 


clear- 
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Plus Computing Machines model 909CK 
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s automatically entered in the middle 
dials), and the keyboard dials are au- 
tomatically cleared. 

This operation is performed by the 
use of a single key. When it has been 
accomplished, the divisor is set on the 
keyboard, and automatic division is 
automatically started by a touch of the 
division key. 

This 


speed of 


machine has an_ operating 
1,000 dial revolutions per 
minute. It has 8 upper carriage dials, 
16 middle carriage dials, and 8 key- 
board dials. The keyboard dials pro- 
vide an automatic check at any time 
of what has been set on the keys. 

Price. For the eight-bank Figure- 
matic, $585, plus Federal Excise Tax 
of $35.10. A ten-bank model is priced 
at $675, plus Federal Excise Tax of 
$40.50. 

Delivery, Current. 


Monroe Calculating Machine Co. 

Newest of the Monroe machines is 
the ten-key adding machine, model 
611-11-011, which appears in the pho- 
tograph on page 40. 

Description. This machine features 
a new “open” keyboard that permits 
feeding a new set of figures into the 
machine before the cycle of adding the 
previous amount has been completed. 
The purpose of this feature is to facili- 
tate high-speed operation. 

Only one key can be depressed at a 
time, to prevent “piling” on the key- 
board. The control keys are placed 
close to, on the same plane, and in line 
with the numeral keys, and the plus 
bar serves as a contro] key stop guide 
as an aid to touch control. 

The ten-key machine has a listing 
capacity of 11 places and a totaling ca- 
pacity of 12. It is equipped with auto- 
Minus items and 

and 


matic credit balance. 


credit balance totals sub-totals 
print in red. 
Not illustrated is another new Mon- 


roe model, the all-purpose adding cal 


Odhner adding machine 


Victor model 70-85-54 


Precisa model 103 


Remington Rand model 98 calculator 
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National “live keyboard” machine 


culator, model LA-7, which, the manu- 
feacturer States, represents an entirely 
new design. This larger machine 1s 
available in two capacities. Model LA 
7-200 has a 10-column keyboard and 
-place result dials; model LA 7-160 
has an 8-column keyboard and 16-place 
result dials. 

Prices, For the ten-key adding ma- 
chine with narrow carriage, $365. A 
wide carriage model will be offered 
later. The all-purpose calculators are 
priced at $400 for model LA 7-160, 
and $450 for model LA 7-200, plus 
Federal Excise Taxes. 

Delivery. The ten-key adding ma- 
chine, will be available in early Oc- 
tober. Delivery of the all-purpose cal- 
culators is immediate. 


The National Cash Register Co. 
illustrated in this section is the 
“Live” Keyboard Adding Machine 
which was introduced by The Nation- 
a’ Cash Register Co. in February. 
Description. The significant feature 
o. this machine is the “live” keyboard 
principle. Each key is electrified so 
that it is its own motor bar. The keys 
are adjusted for two kinds of opera- 
tion. Hf depressed normally, the figure 
is merely set on the keyboard; if de 
pressed fully, the figure set on the key- 
board automatically adds and_ prints. 
Thus, if a figure of several digits is 
to be added, each of the digits except 
the last is entered with normal de 
pression; the last digit, however, is 
entered with full depression, and this 
added pressure “triggers” the com 


puting mechanism. 


The company points out that this 
feature eliminates the motor bar. Elim 
ination of the motor bar removes the 
need of shifting the hand after enter- 
ing each figure, thus making it pos- 
sible to save up to 50 per cent of all 


hand motion, according to company 


50 


OTA’s Resulta model 10/11CE 


estimates, This saving makes possible 
higher operating speeds. 

Subtraction is accomplished in the 
customary manner: the amounts con- 
cerned are set up with a normal key 
depression and the operation is com- 
pleted by touching the subtract motor 
bar. All subtracted items print auto 
matically in red. 

This machine accomplishes multi- 
plication problems in much the same 
manner as a non-carriage, full keyboard 
calculation machine, without using 
either a repeat key or a motor bar. 
When the machine is used for multi- 
plication, a “non-print” switch can_ be 
used to avoid unnecessary printing on 
the tape. In that case, the answer is 
read from the dials. 


OTA 


OTA is the American distributor of 
Resulta adding machines, which are 
manufactured by the O6crlikon Ma- 
chine Tool Works, Buehrle & Co. of 
Zurich, Switzerland. These machines 
are known in South America and in 
Europe by the name Ultra. The model 
illustrated in this section is No. 10/11 
CE. 

Description. This machine is elec- 
trically operated. It has a capacity 


ol 
ter columns listing and eleven totaling, 
and is also capable of subtraction. A 
special 


feature is its automatic credit 


balance. 

Resulta machines are equipped with 
a new type of automatic repeat oper- 
ation. When it is desired to repeat 
items in either addition or subtraction, 
the operator touches the repeat key, re 
leasing it when the proper number of 
repetitions have been made. The key- 
beard is automatically cleared at this 
point. The repeat key may also be 
locked in position, 

Using a two-color ribbon, Resulta 
machines print all sub-totals, totals, 
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Marchant model 8 ADX Figurematie 


and credit balances in red. The ma 
chines have rear feet rollers for ease in 
moving. 

Other models 


which has 


include No. S89-CE, 
an eight-column capacity 
for listing and nine for totaling, No. 
89-SE, which is similar except that it 
does not have the credit balance fea- 
ture, and the No. 10/11-CEST™ statis- 
tical tabulator, which takes paper 1414 
in. wide and can be 


used in many 


bookkeeping operations. 


Odhner 


Odhner adding machines are pro- 
duced in Sweden and are marketed in 
the United States by Facit, Inc., which 
has about 100 distribution points in 
this country for Odhner models. 

Description. Odhner adding ma- 
chines are electrically driven. They are 
made of Swedish steel. Rubber shock 
absorbers and rotary action are pro- 
vided to make them quiet in operation. 

Odhner machines use the ten-key de 
sign keyboard, with double-function 
keys used for the purpose of eliminat- 
ing waste motion and speeding oper- 
ation, 


Three models are available. The 
largest is equipped to provide automat- 
ic credit balance. 

Prices. $280, $305 (for the 


shown on page 49), and $340. 


model 


Olivetti Corp. of America 

This company distributes in Ameri 
co the line of calculators and other of- 
tice machines manufactured by Ing. C. 
Olivetti & C., S.p.A., Ivrea, Italy. The 
Olivetti printing calculator is illustrat- 
ed on page 41. 

Description. This machine is a fully 
automatic electric machine for multi- 
plication, division, addition and sub 
traction, equipped to provide credit 
balance, and printing on tape a com- 
plete proof of all calculations. 
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A separate ten-key keyboard is pro- 
vided for “short-cut” multiplication. 
Special keys—the “00” and “000” keys 
—have been added to the standard ten- 
key keyboard to simplify the entering 
of figures involving many ciphers, 

Other features are the electrification 
of the control keys, the printing of 
sub-totals and totals in red, and the 11- 
column total capacity. 

Price. $565, plus $31.08 Federal Ex- 
cise Tax. 

Delivery. Immediate. 


Plus Computing Machines, Inc. 

Plus Computing Machines, Inc., 
manufactures the model 909 CK, add- 
ing-calculator which is pictured on 
page 49. 

Description. Model 909 CK is one 
of several models produced by this con- 
cern, the chief difference between mod- 
els being in their capacities. The ma- 
chine illustrated has a_nine-column 
listing capacity, with ten-place total- 
ing. 

The answer dials are at the front of 
the keyboard. The figures and decimal 
pointers are large for easy reading. A 
new feature permits the operator to 
unlock a locked keyboard without 
removing the hands from the key- 
board. 

The machine is compact and_port- 
able. 

Prices. For model 909 CK, $400. 
Other models range in price from $225 
to $500, varying with their capacity. 

Delivery. Immediate. 


Precisa Caleulating Machine Co. 
Precisa’s model 103 is the most re- 
cent addition to that company’s line of 
hand and electric adding machines. It 
1s pictured in this section. 
Description. Model 103 is a hand- 
operated machine with direct subtrac- 
tion and credit balance. It has a listing 
capacity of eight columns and a total- 
ing capacity of nine columns. Single, 


double, and triple cipher keys are pro 
vided. 


American’s TN-2 Rex Recorder 
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The “recall” key is a special feature 
on all other Precisa models. This key 
restores the last printed amount re- 
gardless of previous machine operation, 
and may be used to correct printed er- 
rors, reverse entries, repeat listings, or 
restore totals, 

A repeat key, on all models except 
No. 103, allows automatic multiplica- 
tion. Other features are a motorized 
non-add_ key for 
amounts, a 


printing memo 


direct action motorized 
sub-total key that prints debit or cred- 
it balances in red, a total key that is 
used similarly to print balances in red, 
clearing the machine simultaneously, 
a back-space key for correcting mul- 
tiplication errors, and a motorized cor- 
incorrect 
amounts indexed on the keyboard. 
Prices. For the model 103, illustrat- 
ed, $149.50, plus $8.97 Federal Excise 
Tax. Prices on other models range 
from $189.50 to $585, plus taxes. In 
addition, 13-inch carriages are avail- 


rection key for removing 


able for most models at an additional 
cost of $45, 
Delivery. Immediate. 


Remington Rand Ine. 

Remington Rand features its model 
98 printing calculator. This calculator 
appears in the photograph on page 49. 

Description. The model 98 is an 
electric calculator with a ten-key key- 
board and a listing and totaling capac- 
ity of ten places. It prints at a rate of 
145 cycles a minute and computes at 
165 cycles a minute. 

Among its special features are touch 
controlled addition, direct subtraction, 
short-cut multiplication, and automatic 
division. All 
tape. 

Price, $525, plus Federal Excise Tax. 

Delivery. 


factors are printed on 


Immediate. 


Swift Business Machines Co. 
The Swift adding machine is a small 
hand - operated model that is readily 


portable. It appears in the photograph 


V. P. Edison Voicewriter 
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on page 49. 

Description. This machine weighs 
6% pounds and is small enough to be 
kept in a desk drawer. It is provided 
with a leatherette carrying case so that 
1 traveling salesman or professional 
man can take it with him, The manu- 
facturer feels that this model also is 
especially useful in small offices, or in 
ofices of large companies in which 
there is need for an adding machine 
that can be moved easily from desk to 
desk. 

The Swift machine, which is hand 
operated, adds and multiplies nine col- 
umns. It uses a ten-key keyboard and 
has visible dials and a_ short-stroke 
handle. 

Price. $99.50. 

Underwood Corp. 

The Underwood portable electric 
duplex adding tabulator model 11240- 
SP-13, which is shown on page 49, 1s 
one of 26 machines in Underwood's 
acding machine line. 

Description, This adding tabulator 
is an electric machine with a ten-key 
keyboard. It is equipped with two reg- 
isters which may be engaged to add or 
subtract either simultaneously or in- 
dividually. Both registers can perform 
direct subtraction and give credit bal 
ances. The registers may be engaged 
selectively by the operator, or automat 
ically by the position of the carriage. 

The machine is provided with au- 
tomatic addition and automatic sub 
traction in one or both registers, auto 
matic number printing, automatic cross 
tabulation, automatic paper feed, and 
automatic carriage return. 

Sub-totals and totals are printed in 
red and are further identified by sym 
bols indicating positive or negative 
balances. The 13-inch carriage can be 
used to tabulate and return, or it may 
be normalized for general adding ma 
chine work. 

Other 


automatic 


features are the following: 


non-add connect and dis 
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connect device, which is controllable 
by the operator and permits all of the 
automatic non-add operations of one 
program to be changed to other auto- 
matic operations by shifting a lever; 
and an automatic subtract connect and 
disconnect device, also controllable by 
the operator, which permits all of the 
automatic subtract operations of one 
program to be changed to other auto- 
matic operations by shifting a lever. 
Price. $795. 


Delivery. Immediate. 


Victor Adding Machine Co. 

Victor's Custom 10-key electric add- 
ing machine, model 70-85-54, is pic- 
tured in this section. 

Description, This machine has an 
eleven-place totaling capacity which 
the company describes as “one penny 
less than a billion dollars.” It operates 
at a speed of 170 strokes a minute. The 
keyboard is of the ten-key design. 

Features include a memo writing 
table, automatic space-up, a wide ci- 
pher bar, provisions for showing credit 
balance, duo-control keys, a decimal 
marker, and a 19'-pound weight 
which makes it readily portable. 

In addition to these, the machine 
may be equipped, on request, with spe- 
cial features requested by the custom- 
er, such as statistical punctuation or an 
automatic reset counter. 

Price. $355. Special features are ad- 
ditional. 

Delivery. Current. 


Dictating and 
Transcribing 
Machines 


American Dictating Machine Co. 
The model TN-2 Rex Recorder, 
manufactured by the American Dic- 
tating Machine Co., is shown in the 
illustration on the preceding page. 
Description. This instrument makes 
use of the magnetic principle of re- 
cording, as opposed to that type of re- 
cording in which the sound track is 
cut in the form of a groove. Because 
this principle is employed, it is possible 
to make “spot corrections” by redic- 
tating new material over that material 
which it is desired to erase. The mere 
use of the equipment to record new 
material automatically erases whatever 
recording had previously been made 
on the same portion of the disk. Ac- 


cording to the manufacturer, the un- 
breakable plastic disks used by this re- 
corder can be re-used 10,000 times or 
more. 

The dictating and transcribing units 
are interchangeable, which is consid- 
ered to be a double protection against 
the possibility of breakdown. Dictation 
is done with a featherweight micro- 
phone, and the secretary uses a head- 
set for transcription. 

Other features of this equipment are 
a backspacing device, a foot control for 
the transcribing unit, and use of a log 
pad to locate material on a disk and 
to allow estimation of its length. 

Prices. For the dictating unit, with 
microphone, $265; for the transcribing 
unit, with foot pedal and headset, $265. 
A combination unit, completely 
equipped for use as a dictator or trans 
criber, is priced at $300. 

Delivery. Immediate. 


Dictaphone Corp. 

The photograph on page 53 of Dic- 
taphone’s Telerecord System shows the 
three basic elements of that system: 
the Time-Master central recorder, a 
Dictabelt plastic record, and a dictat- 
ing station. The Telerecord is a net- 
work-type system, In addition, Dicta- 
phone produces other equipment de- 
signed for individual use. 

Description. The Telerecord system 
provides network dictation facilities 
for up to twenty dictating stations in a 
single installation. Dictation is trans- 
mitted to a central recording machine, 


wt 


rere it is recorded on a plastic belt. 
The remote dictating stations re- 
semble standard telephones in appear- 
ance and size. 

Each is equipped with push-button 
control for marking corrections and 
for playback through the handset it- 
self. A signal light indicates whether 
the system is in use. In addition, a 
“privacy feature” eliminates eavesdrop- 
ping. 

The central machine is Dictaphone’s 
T:me-Master model, an instrument 
measuring 9 by 12 by 414 inches. More 
than one central unit may be included 
in one installation, in which case an 
automatic selection system provides 
for connecting the dictator with a 
“free” machine, should one of the 
others be in use when he picks up his 
handset. 

The plastic Dictabelt record is un- 
breakable and may be folded for mail- 
ing in an envelope, or for filing. 

Dictabelts are transcribed using a 
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Time-Master transcribing machine, 
which is equipped with tone, volume, 
and speed dials, plus either toe pedal 
o¢ typewriter key controls for advanc- 
ing or backspacing the belt. 

Prices. For the dictating station, 
$98.75; for the central recording unit, 
$552; for each Dictabelt record, 4 cents. 


Thomas A. Edison, Inc. 

The V. P. Edison Voicewriter, a 
new product of Thomas A. Edison, 
Inc., appears in a photograph on page 
pie 

Description. The Voicewriter is a 
book-shaped dictating instrument 
which, the manufacturer states, can be 
slipped into a standard-size briefcase 
for portable use. The weight of this 
machine is 12 pounds. 

The Voicewriter is both a dictating 
and a transcribing instrument. The 
recording medium is a_ seven inch 
Edison Diamond Disc, made of coated 
vinylite plastic, which is interchange- 
able on all Edison disk instruments. 
This disk has a recording time capac- 
ity of 30 minutes. A microphone is 
used for dictating purposes. 

The instrument operates on 105-125 
volts of 60-cycle alternating current, 
and has a power consumption of 25 
watts, 

The case is finished in a grey beige 
color, with polished aluminum trim. 

Price. $332.50, plus tax. 

Delivery, Ninety days. 


The Gray Manufacturing Co. 

Of the various dictating and trans- 
cribing machines offered by The Gray 
Manufacturing Co., the Audograph 
Master is illustrated on page 51. 

Description. The Master is a com- 
bination dictating and transcribing ma- 
chine which records on disks through 
a microphone. Disks are available in 
three sizes. 

Among the features of the Gray Au- 
dograph are constant linear groove 
speed, obtained by automatically ad- 
justing the speed of disk rotation as the 
stylus approaches the outer edge of the 
disk; single-lever operation, providing 
recording and playback control, with 
a neutral position between; a stop-start 
switch in the hand microphone; an 
amber light on the face of the machine, 
which glows when the dictator’s voice 
is being properly recorded; and a stylus 
which automatically disengages if the 
user attempts to move the disk when 
the control lever is in the “record” po- 
sition, to avoid scratching the disk. 
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Scribe Permoflux unit 


The Master has a built-in loudspeak- 
er for playback; the Executive model 
is available with or without the loud- 
speaker. Ends of letters and correc- 
tions are marked on the index strip by 
perforating the strip. When transferred 


ber, back- 


to the secretary's transcri 
lighting illuminates end-of-letter indi- 
cations with green light, and correc- 
tions with red light. 

A feature of the secretarial model is 
a contro] for varying the speed of play- 
back. 

The company also manufactures a 
network dictation system called the 
Phonaudograph. Using private “tele- 
phones,” the dictator transmits to a 
central recording unit which records 
a half-hour’s dictation on a single re- 
surfaceable disk. The dictator has full 
control of playback and push-button 
control of corrections and endings on 
the index strip. After playback, the 
disk is automatically repositioned for 
new dictation. Automatic warning is 
provided when nearing the end of a 
disk. In addition, the dictator has a 
built-in private telephone line to the 
operator, 

Prices. For the Audograph Master, 
$302.75; for the Audograph Executive 
with loudspeaker, $301.41; for the Au- 
dograph Executive without loudspeak- 


Webster-Chicago model 228 
Webcor combination unit 
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er, $291.07; for the secretarial Audo- 
graph without variable speed, $263.34; 
and for the secretarial Audograph with 
variable speed, $277.75. Accessories tor 
the Master and Executive models, in- 
ciuding a hand microphone, are priced 
at $34.80. Accessories for the secre- 
tarial model, including foot pedal or 
typewriter control, cost $38.75. Taxes 
are additional. 
Delivery. Immediate. 


Magnetic Recording Industries 

The Magnetic Recording Industries’ 
dictating and transcribing machine 
known as the Voice-Master Dispatcher 
appears at the right. 

Description. The Voice-Master Dis 
patcher, one of several in the Voice- 
Master line, uses the principle of mag- 
netic recording. Flexible plastic disks 
are used for this purpose, and foldable 
paper disks are also available. 

Since this instrument uses the mag- 
netic principle, corrections can be made 
in the original dictated material simply 
by re-recording over the unwanted sec- 
tions; this procedure automatically 
erases the portions it is desired to elim- 
inate. The disks are guaranteed for a 
year, regardless of the number of times 
they are used. 

All models have built-in RCA loud- 
speakers. The Dispatcher may be used 
for transcription as well as for dicta- 
tion. 

In addition, the company manufac- 
tures a secretarial unit used only for 
transcription; it is known as the Voice- 
Master Companion. 


Both units are portable, weighing 
about 12 pounds. Their dimensions 


are 5 by 11 by 10 inches. 


Prices. For the Dispatcher, $289, 


complete with all accessories necessary 


fo: dictating and transcribing; for the 


Companion, $180. A two-machine in 


stallation consisting of a Dispatcher 
and a Companion is priced at $485, 
with all necessary accessories. All 
Voice-Master equipment is available on 


Magnetic Recording Industries 
Voice-Master Dispatcher 


Peirce Wire Recorder Corp. 
model 270 playback unit 


ce wih, 
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a trial rental plan, costing $25 a month 
for the Dispatcher and $15 a month 
for the Companion. These figures in- 
clude accessories and disks, and the 
fees may be applied in full toward the 
purchase price. 

Delivery. Within two weeks of re- 
ceipt of order. 


Peirce Wire Recorder Corp. 

Peirce offers its model 420 network 
dictation system. The model 270 play- 
back unit used in large installations is 
illustrated in this section. 

Description. The Peirce system is 
based on the principle of magnetic re- 
cording. In this particular case, mag- 
netized wire is used. The system, ac- 
cordingly, benefits from such charac- 
teristics of magnetic recording as the 
ability to make “on-the-spot” correc- 
tions and the capacity of the wire for 
extensive re-use. 

The model 420 can be used for trans- 
cribing as well as for recording dic- 
tated material, so that where a moder- 
ate volume of dictation is to be proc- 
essed there is no need for additional 
transcribing equipment. 

Dictation is handled through remote 
dictation stations of the telephone type. 
Playback, corrections, and “end - of - 
letter” indications may be controlled 
from the remote stations. The manu- 
facturer states that an unlimited num- 
ber of these stations can be handled by 
the central instrument. 

Included with the central unit is a 
junction box which simplifies the in- 
stallation of the system. Also provided 
is a wire cartridge which can be used 
many times. 

Price. For the model 420, $535, in- 
cluding the cartridge and junction box; 
for each telephone station, $78. 

Delivery, Immediate. 
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Pentron Industries, Inc. 

The Pentron Dictorel, a magnetic 
type dictation and transcription ma- 
chine, is illustrated on page 53. 

Description. The Dictorel is one of 
the machines that operate on the mag- 
netic tape principle, but it is distinctive 
in that the recording media are legal- 
size sheets of Talkaform magnetic 
coated paper. Pentron sums up the 
characteristics of this paper by stating 
that the dictator can “fold it, talk to it, 
write on it, mail it, file it.” The Dic- 
torel, being of the magnetic type, can 
cancel out errors in dictation simply by 
redictating over the old material. The 
company states that over 2,000 differ- 
ent recordings have been made on a 
single Talkaform sheet. 

This unit serves as both a dictating 
and a transcribing instrument. The 
microphone used for dictation is 
equipped with controls for starting and 
stopping, and for backspacing. The 
secretary accomplishes backspacing by 
use of a foot switch, 

The Dictorel can be used to record 
conferences and telephone conversa- 
tions, and its built-in loudspeaker 
makes it suitable for delivering mes- 
sages to a group of listeners. 

Dictated material is indexed on in- 
dex strips. Additional equipment 
which is available includes a knee con- 
trol, headphones, a stand, and other ac- 
cessories. 

Prices. For the Dictorel, $295, in- 
cluding Federal Excise Tax. The mi- 
crophone is priced at $25, and other 
accessories are additional. 

Delivery. In two weeks. 

Scribe Corp. 

Scribe Corp. offers its Permoflux 
magnetic tape systems. <A 
typical Permoflux unit is illustrated on 
the preceding page. 


dictation 


TILL | 


Filmsort model E jacket 
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Description, Permoflux instruments 
record on magnetic tape; this method 
ol recording makes it possible to use 
the same tape over and over again. As 
in similar systems, it is unnecessary to 
erase the tape before re-using it; eras- 
ure of old material is automatically ac- 
complished by the normal process of 
recording new material. This charac- 
teristic of tape recording permits the 
dictator to correct errors directly in his 
text, so that the transcriber receives the 
final, correct, “edited” version of the 
material. The same instrument may 
be used for both dictation and trans- 
cription. 

A special feature of Scribe machines 
is that the tape is enclosed in a snap- 
o1. magazine; this simplifies the load- 
ing of tape by making it possible to 
change magazines without having ac- 
tually to handle the tape itself. One 
magazine will take 30 minutes of dic- 
tation. 

Control is accomplished by a single 
lever which has four action positions: 
dictate, listen, and _fast-tor- 
ward. During actual dictation, start- 
ing and stopping may be controlled by 
a switch on the microphone. A foot- 
switch can also be provided for use by 
the transcriber in controlling the tape 
movement. This switch permits back- 
spacing without moving the hands 
frem the typewriter keyboard. 

The index cards are marked at 30- 
second intervals, and indexing on the 
cards is accomplished automatically by 
pressing the index key upon finishing 
a letter. 


reverse, 


This machine may be used to record 


conterences and telephone conversa 
tions. 

Price. $329.50. Accessories are ad- 
ditional. 


Delivery. Immediate. 


Diebold Flofilm reader 
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Burroughs microfilm recorder 


The SoundScriber Corp. 

The SoundScriber Corp. manufac- 
tures a combination recorder-transcrib- 
er, which is pictured on page 53. 

Description. This new SoundScriber 
model records on vinylite disks, which 
are available in three sizes. These ac- 
commodate 30, 15, or 8 minutes of dic- 
tation. The two smaller disks can be 
mailed in business or hotel envelopes. 

The machine is light and easily port- 
able and will operate in either its dic- 
tation or transcription capacity wher- 
ever there is a proper electrical supply. 

A feature of this model is a “quick 
review” microphone, which permits 
the user to check back over his last 
few sentences by a flick of the micro- 
phone switch. Full scanning with 
automatic place-keeping is provided. 
Push-button control of corrections and 
end-of-letter signals permits elimina- 
tion of paper indexing strips. 

This instrument — is 
adapted also 


new readily 
for recording telephone 
conversations and conferences. 

$415, including one year’s 
Federal Excise Tax is 


Price. 
maintenance. 
additional, 


Delivery. Immediace. 


Webster-Chicago Corp. 

The Webcor model 228 combination 
dictating - transcribing machine is 
manutactured by the Webster-Chicago 
Corporation. It appears in the photo- 
graph on page 53. 

Description. The Webcor 
ment operates on the principle of re- 


instru- 


cording magnetically on wire. Conse- 
quently, the recording medium — the 
wire—may be re-used many times with 
out replacement, and erasures and 
corrections may be made merely by 
redictating over the material that is to 
be canceled. 

This machine provides playback 
either through its built-in speaker or 
through plug-in earphones, It is thus 
useful both for dictation and transcrip- 


tion. The recording capacity is more 
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Micro Record film developing tank 


than an hour of dictation. 

Among the features of the Webcor 
are push-button controls and a sepa- 
rate foot control which may be used 
to start, stop, or reverse the movement 
ot the wire, leaving the hands free. An 
additional feature is an elapsed time 
indicator. 

This model measures 11 by 11 3/8 
by 55/8 inches. Its weight is 20 
pounds, 

Price. $177 list. This figure includes 
foot control and microphone. 

Delivery. Immediate. 


Microfilm 
Equipment 


Burroughs Corp. 

The Burroughs Corp. is the distribu- 
tor for Bell & Howell microfilming 
equipment. A picture of the micro- 
film recorder appears above. 

Description. The Burroughs micro- 
film recorder is equipped with inter- 
changeable cameras to provide three 
reduction ratios: 37 to 1, 30 to 1, or 18 
to 1. This permits reducing the size 
of photographed documents to a scale 
appropriate to the size and legibility 
The 


cameras record one or both sides of the 


of the material photographed. 


document at once, using 16 mm. film. 
When both the front and back of the 
material are recorded, they appear side 
by side on the film. When the 18 to 1 
ratio is used, only one side may be pho- 
tographed at a time. One roll of film 
can accommodate up to 9,500 letter- 
size documents. 

The recorder may be hand fed, but 
it is provided with automatic feeding 
which can be set to stop automatically 
should more than one document be fed 
into the machine at once. The feeder 
can supply, and the camera can record 
up to 400 check-sized documents per 


minute, 


Recordak Bantam microfilmer 


Other features of the recorder are an 
automatic counter which can be used 
for a running count of the documents 
being photographed, a buzzer which 
warns the operator when the camera 
is nearing the end of the film, an alarm 
system to warn against improper film 
loading, and indicator lights to show 
whether the machine is set for 16mm. 
or 8mm. photography. 

In addition, the recorder 
equipped with an attachment to en- 
dorse documents as they are ted into 


may be 


the machine. 

The microfilm reader is designed to 
be used in normal office light. Docu- 
ments recorded on microfilm are pro- 
jected onto a screen. The reader can 
be used with any of four lenses to pro- 
ject the documents in their original 
size, reduced, or magnified. The read- 
er can be equipped with either a man- 
ual or an electric film drive. 

The film turret rotates 360 to bring 
the material into the best reading po- 
sition, regardless of the position in 
which it was photographed. 

Burroughs microfilm equipment can 
be made available on a rental basis, or 
it can be purchased outright. The com- 


pany also provides film processing 
SErVICes. 
Prices. For the recorder, $2,970; 


there is no Federal Excise Tax. For 


the reader with manual drive, $630: 


with electric drive, $760. 


Diebold, Ine. 

Diebold microfilming equipment is 
marketed under the trade name “Flo- 
film.” The Flofilm reader is pictured 
on the opposite page. 

Description. The Flofilm camera is 
compact and portable, weighing 20 
pounds, It is completely motorized and 
will photograph copy up to 11 inches 
in width, in unlimited lengths. It has 
a magazine loading feature which elim- 
inates all loading, threading and film 
handling. The film cartridge holds 50 
One roll of film 


feet of 16mm. film. 
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can record as many as 3,600 checks or 
1,600 letter-size documents. 

The Flofilm reader, which is illus- 
trated in this section is also considered 
by the manufacturer to be portable. 
It measures 22 inches high by 14% 
inches deep by 13! inches wide and 
has a weight of 19 pounds. The read- 
able screen area is 11! inches square. 

The reader is hand-operated. It has 
a fixed magnification ratio of 24 to 1. 
The light source is a standard 100-watt 
bulb and the image can be turned 
through 360 degrees by moving the 
turret. Documents may thus be read 
easily, no matter in what position 
they were photographed. 

Prices, For the camera, about $750. 
For the reader, about $250. 

Delivery. Immediate. 


Filmsort, Inc. 

Filmsort, Inc. manufactures Film- 
sort cards and equipment designed for 
the filing, stowage, and viewing of 
microfilmed records. One of its prod- 
ucts, the model E jacket, is illustrated 
on page 54. 

Description. Basically, the Filmsort 
method is to mount microfilmed im- 
ages, either individually or in strips, in 
cards or jackets which can be filed in 
filing cabinets and can be readily pro- 
jected for viewing. Various manufac- 
turers make cards which can be used 
for this purpose. A Filmsort installation 
in the Pennsylvania Railroad's Pitts- 
burgh station using Visirecord cards, 
was shown on page 32 of the July issue 
of Office Management in the News 
Pictorial section. 

Jackets such as the one pictured in 
this section, are used for multipaged 
records relating to a single subject. 
Strips of lo6mm. or 35mm _ microfilm 
are inserted into sleeves of optically 
clear cellulose acetate. These sleeves 
are laminated by colored strips of ex- 
truded cellulose acetate. The colors 
can be used for color coding; ten colors 
are available, 

Film in the jacket is read by insert- 
ing the jacket into the desk-size Film- 
sort Inspector reader, which is available 
with either 16x or 22x magnification. 

Jackets are made in the following 
sizes: 3 by 5 in, 3% by 7% in., 
4 by 6 in., and 5 by 8 in. Depending on 
the size, they can accommodate from 
three to six strips of 16mm. microfilm, 
or from two to three strips of 35mm. 
film, The smallest size has provisions 
for 10 inches of 35mm. film, and the 
largest size can hold 24 inches. These 
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figures represent a capacity of trom 33 
to 120 letter-size pages per jacket, vary- 
ing, of course, with the size. 

Model E jackets stack 25 to the file 
inch. The manufacturer states that 
one file cabinet will hold between 
10,000 and 14,000 jackets. 

Prices. Model E jackets range in 
price from 414 cents each to 20 cents 
each, varying with the size and quan- 
tity. The Filmsort Inspector reader is 
priced at $299, 


Micro Record Corp. 

This company manufactures, among 
other microfilm items, equipment for 
processing microfilm, of which a film 
developing tank was selected for illus 
tration, The photograph will be found 
on the preceding page. 

Description, This equipment is de- 
signed for those who wish to process 
their own film. It can be operated in 
daylight. Separate tanks are provided 
for the various solutions and the film, 
which is motor driven, is transferred 
from tank to tank in the proper time 
and sequence. Washing is done in a 
tank that can be connected to an or- 
cinary water faucet with a hose. The 
manufacturer states that the film re- 
quires no attention from the operator 
until after the final washing, when it 
is removed from the tank and placed 
on the drying rack. 

Operation is automatic. The film 
travels back and forth on its reels and 
is reversed automatically when the 
length of film on the unwinding reel 
is reduced to five feet. Up to 200 feet 
of film, not counting leader and trailer, 
can be processed. Motion picture film 
and X-ray film can also be handled by 
this equipment. 

Film dryers are also available from 
Micro Record Corp. 

Prices. Model D-11, with a capacity 
or 200 ft. of double §mm., l6mm., or 
35mm. film is priced at $159. Model 
D 21, with a capacity of 100 feet of 
70mm. film, is priced at $237. Either 
model may be obtained with a trans- 
parent tank, in which case a “T” is 
added to the model number. 

Delivery, Within two weeks aiter 
receipt of order. 


Recordak Corp. 
Recordak’s Bantam microfilmer, 
model RH, is pictured in this section. 
Description. The Bantam is a com- 
pact recorder which occupies less than 
four square feet of desk-top space. It 
may be equipped with any of four in- 


terchangeable lens kits, which provide 
reduction ratios of 19 to 1, 24 to 1, 32 
to 1, and 40 to 1. The lens kit is se- 
lected according to the size and legi- 
bility of the documents to be photo- 
graphed. J 

This microfilmer can record. either 
on the full width of the film, or it can 
use one-half the film width, after 
which the film can be reversed and the 
other half used. It takes 16mm. film. 
A document reversal unit is also avail- 
able, at extra cost. This unit makes it 
possible to photograph both the front 
and back of material fed into the 
equipment. 

Documents are handled by an auto- 
matic feeder, which can accommodate 
material up to 11 inches in width. The 
equipment operates at a speed of 500 
3.x 5 inch cards per minute. 

Price. Purchase price is $1,800. The 
document reversal unit is extra. The 
microhilmer may also be rented, at a 
monthly rate of $40. 

Delivery. Immediate. 


Remington Rand Inc. 

Remington Rand has recently 
brought out a new unit known as the 
Film-a-record model 4. This unit is 
shown in the illustration on page 54. 

Description. The model 4 is a light- 
weight machine; according to the 
manufacturer, it can be moved to the 
work and does not require bringing 
the work to it. It has a copy area of 11 
by 17 inches and can handle bound 
books. The reduction ratio is fixed at 
2i diameters. 

Film loading is claimed to be simple, 
and standard spooling is employed. 
Among other features of the new mi 
croilmer are warning devices for op 
erator control, foot switch control, and 
a colorstat to control light intensity 
when filming varied colored docu- 
ments. 

This machine uses 100 to 125 volts 
of 60 cycle AC. 

A larger model, identified as the 
Dual Film-a-record, makes use of 
either 16mm. or 35mm. film, and can 
utilize either the full width of the film, 
o: can photograph half the width of a 
16mm. roll, recording on the other halt 
when the roll is reversed. It can make 
two identical copies simultaneously on 
l6mm. film. 

This larger machine can be used to 
take front and back pictures simul- 
taneously, recording them side by side. 
It has a semi-automatic feeder which 
permits hand feeding at a rate of up to 
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50u checks per minute. It can be set 
to stop automatically whenever more 
than one document enters the feeding 
throat. Signals are provided to indi- 
cate light or camera failure, or to call 
attention to binding, breakage, or 
faulty loading of film. An additional 
signal notifies the operator when the 
supply chamber is empty or the rewind 
spool is full, 

Price. For the model 4, $985. 

Delivery. The new model 4 will be 
available on August Ist. No delays are 
expected. 


Manufacturers’ List 
(Continued from page 42) 
Dictaphone Corp. 
420 Lexington Ave., New York 17, 
N.Y. 
Dictex Sales Co., 
221 N. La Salle St., Chicago 1, Il. 
DuKane Corp., 
St. Charles, Ill. 
Thomas A. Edison, Inc., 
51 Lakeside Ave., West 
i ae 
Gray Mfg. Co., The 
521 Fifth Ave., New York 17, N. Y. 
Irternational Electronics Co., 
808 N. Broad St., Philadelphia, Pa. 
Magnetic Corp. of America, 
756 Milwaukee, Chicago, Ill. 
Magnetic Recording Industries, 
30 Broad St., New York 4, N. Y. 
Miles Reproducer Co., Inc., 
812 Broadway, New York 3, N. Y. 
Paramount Dictating Machine Corp., 
333 Broadway, New York 7, N. Y. 
Peirce Wire Recorder Corp., 
5900 N. Northwest Hwy., Chicago 
$1, iil. 
Pentron Industries, Inc., 
664 N. Michigan, Chicago 11, Ill. 
Scribe Corp., 
2835 N. Kedzie Ave., Chicago 18, 
Ill. 


SoundScriber Corp., The 


Orange, 


146 Munson St., New Haven 4, 
Conn. 

Webster-Chicago Corp., 
5610 Bloomingdale Ave., Chicago 


39, Til. 


Microfilm Equipment 

solsey Corp. of America, 

118 East 25th St., New York, N. Y. 
Burreughs Corp., 

6071 Second Ave., Detroit 32, Mich. 
Diebold, Inc., 

2011 Mulberry Rd., Canton 2, Ohio 
Filmsort, Inc., 

50 South Pearl St., Pear] River, N. Y. 
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Graphic Microhlm Corp., 
112 Liberty St. New York 7, N. Y. 
Griscombe Corp., 
23 Beekman St., New York, N. Y. 
Hall & McChesney, Inc.. 
1233 Oswego Blvd. and Court St, 
Syracuse, N. Y. 
Haloid Co., 
256 Haloid St., Rochester, N. Y. 
Kryptan Corp., 
38 Scio St., Rochester, N. Y. 
Microhlm Corp., 
527 Fifth Ave., New York 17, N. Y. 
Microfilming Corp. of America, 
11 E. Pleasant Ave., Maywood, N. J. 
Micro Record Corp., 
225 W. 28th St., New York 1, N. Y. 
Philadelphia Air Transport Co., 
Patco & Hidge Avenues, Norristown, 
Pa. 
Photo Record Corp., 
100 Court St., Syracuse, N. Y. 
Pecordak Corp., 


444 Madison Ave.. New York 22, 
N: Y. 
Remington Rand, Inc., 
315 Fourth Ave., New York 10, 


5 

WN. Ei 

York Microstat Corp., 
444 Madison Ave.. 

i 


New York 22, 


Addendum 


This material was received too late 
tor inclusion in the “Staplers” section 
of “Tools of the Office” in the July 


issue. 


Neva-Clog Products, Inc. 

The model J-60 two-way stapling 
plier illustrated above is manufactured 
by Neva-Clog Products, Inc., 506 Lo- 
gan St., Bridgeport 1, Conn. 

Description, This stapling plier is 
equipped to drive staples for both per- 
manent fastening and temporary pin- 
ning. Permanent fastening is accom- 
plished with a clinch, 
while for temporary fastening, the pin- 
like staple is bent flat against the back 


conventional 


ct the paper. 
The shift from permanent to tem- 


porary fastening is made by shitting 
the anvil. This is done by means ot a 
new “button” on the bottom of the 
plier. The anvil is positioned by spring 
tension. The design of the anvil has 
been completely revised in order to 
improve the shifting operation, which 
requires but a split second. 

Neva-Clog 
model J-30, designed tor permanent 


also manutactures the 


fastening only, and a line of large: 
ofiice and industrial models. 


Association News 


THE KEYSTONE CHAPTER ot 
the Systems and Procedures Associa- 
tion recently elected Robert W. Getter, 
of The Electric Storage Battery Co., 
as president for the coming year. 
Other officials elected were William 
C. Battersby, Proctor & Schwartz, Inc., 
vice president; Edmund J. Conway, 
The Sperry Corp., treasurer; Herman 
H. Eisenberg, Bell Telephone Co., sec- 
retary; T. Leonard Lingley, Smith, 
Kline & French Laboratories, director- 
at-large; and Richard Neumaier, sys 
tems consultant, national director. 


THE NATIONAL ASSOCIATION 
OF COST ACCOUNTANTS held its 
34th annual international cost conter- 
ence at the Hotel Statler, Los Angeles, 
June 15-19. The technical sessions on 
June 16th began with an address by 
Edmund T. Price, president and gen- 
eral manager of Solar Aircraft Co., San 
Diego, on the place of the accountant 
in industry in a free competitive eco- 
nemy. 

Of particular interest in the field of 
office management was the lecture by 
Joseph Pelej, partner of Price Water- 
house & Co., of New York, who spoke 
on “Electronic Accounting Possibili- 
Mr. Pele} first described the un- 
accounting 


ties.” 
wieldy bulk of 
problems such as those of preparing 
payrolls, by way of illustrating the op- 
portunities for profiting from mech- 
Speaking of an idealized 
universal electronic business 


modern 


anization. 
machine 
system, the speaker said that what 
would be wanted from such equipment 
vould be a cheap and easy way to get 
information into the machine, fast and 
accurate output in the form of printed 
documents, large capacity tor intor- 


mation storage, great flexibility to per- 


(To page 72) 
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make conform to Fair Labor Standards Act regulations their 
pay policies and practices regarding non-allowable deduc- 
tions, without losing exemptions for executive, administra- 
tive and professional employees, it has been announced here 
by William R. McComb, Administrator of the Wage and 
Hour and Public Contracts Divisions, U. S$. Department of 
Labor. He formerly had set July 1 as the date for confor- 
mance on such deductions. 

The Administrator's position, announced first in Febru- 
ary, is that employers must reimburse their executive, 
administrative and professional employees for non-allowable 
deductions and must make the pay of these employees con- 
form to the Division’s Regulations, Part 541, or lose the 
minimum wage and overtime pay exemption which the 
Fair Labor Standards Act provides for such employees. 

In general, an employee cannot be exempt under Regula- 
tions, Part 541, if the employer makes deductions from his 
salary for absences or other reasons. 


EDMUND F. MANSURE, the Chicago manufacturer who 
became No. 1 housekeeper for the Federal government in 
April by virtue of being appointed chief of the General 
Services Administration, didn’t take long to begin to make 
his presence felt. 

Mr. Mansure particularly seemed not to like the manner 
in which Uncle Sam has been handling the purchases of 
office equipment and supplies. He told reporters that he 
found that furniture manufacturers have been asked to bid 
on supplying 25 different styles of “bent-wood” chairs 
(those with curved wood legs and backs). Mr. Mansure 
has decided that one style is a plenty, 

He said also that the GSA has been buying 136 different 
kinds of metal clothes lockers for Federal buildings and 
offices. He thinks that 10 different kinds will be enough 
trom now on. 

In ink-purchasing, he said he has learned that all ink 
bought for Uncle Sam had to be in 134 ounce bottles, al- 
though people who buy it at a regular stationery store get 
a two-ounce bottle. The ink-maker, to fill the federal order, 
must revamp his assembly line, and charges more for the 
ink, although giving less of it. Mr. Mansure expects to buy 
ink only in two-ounce bottles for the Federal government. 

It is said around Washington that Mr. Mansure may go 
down in history as the first man in government to standard- 
ize the paper clip. He believes Uncle Sam has been wasting 
lots of money on these items, plus such things as straight 
pins‘and many other items for use in Federal buildings and 
offices. 

As GSA chief, Mr. Mansure has many worries in pur- 
chasing an estimated $500 million worth of desks, type- 
writers, paper, red binding tape, and a million and one 
other pieces of equipment used by federal agencies. 
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Of interest from Washington 


EMPLOYERS HAVE BEEN granted until October | to 


by Larston Farrar 


THE BATTLE over Excess Profits Tax was purely aca- 
demic, as far as many businessmen were concerned, but vir- 
tually nothing was said about another subject that is be- 
coming more and more a subject of discussion wherever 
and whenever business executives congregate. 

That's the creeping cost increases that characterize the 
economy. If ever there was a time for caution—in planning 
capital expenditures, or in being bullish generally—this is 
it, in the opinion of many economic observers here. 

Cost of money (in spite of the temporary injection of 
more of it into the banking stream by Federal Reserve 
Board) continues creeping higher. 

Cost of utilities—electric, gas and others—goes higher in 
area after area, Natural gas companies, for instance, are 
collecting 25 per cent more in gross revenues this year than 
they did last year. 

Cost of steel, which is the backbone of this economy, 
has gone up about $750 million annually for all users. This 
will be reflected in many ways in the coming months. 

Cost of labor, due to successful negotiations on the higher 
levels, continues to go up slowly but inexorably. 

Cost of parcel post will go up 36 per cent on October 1. 
First class increases—which are not likely this year, but 
almost certain for next year—will be 33 per cent higher. 

Cost of gasoline, fuel oil and residuals has been going 
higher regularly in area after area. 

The hoped-for “stabilization” in the cost of living, at 
which the administration hinted before its new team took 
over, hasn't materialized. The cost of living continues to 
inch higher, month by month, and there's no sign of a 
surcease, 

In short, it’s a time when businessmen are going to have 
to get down and work for gross business as never before, 
to attain new sales that will offset the higher costs. The 
race, after thousands of years, still goes to the swiftest. 


REVISED REGULATIONS and interpretations on profit- 
sharing and benefit plans under the Fair Labor Standards 
Act have been issued here by William R. McComb, Admin 
istrator of the Wage and Hour and Public Contracts Divi 
sions, U. $. Department of Labor. 

Statutory amendments effective January, 1950, provided 
that payments made under a bona fide profit-sharing plan 
meeting the Administrator's regulations or a bona fide plan 
for providing health and welfare benefits for employees 
may be excluded from the employees’ other earnings in de 
termining his regular rate of pay. Under the act, overtime 
pay at tme-and-a-half the regular rate is due employees for 
all hours worked beyond 40 a week. 

An important provision of the new benetit plan inter 
pretations accepts as bona fide, in the absence of contrary 
evidence, a plan which qualifies under Section 165(a) of 


the Internal Revenue Code, if the primary purpose of the 


OFFICE MANAGEMENT 


August, 1953 


Bes oo + ee Lie | $e _ eee ee ae ire Poe za, . a 
. 7 ties : 7 Bi Les ce if oi. eel | ae oe | a mi ai ee ae Lf . ie ee bi 
ine 7 ies yea = — . i a te 2 : * 

Mes : 

f 

at 

4 

At: 

iP 

A | 

* iZ 

a 

rf 

a 

ro 

“ 

i 
| 
\ 

ie 

Fe 

i 

a 

t} 
de 
& . 

¥ ’ 

ad | 

a . 

a 

| 
hf 

Pehl 

ei 

] 

cit 

xa 
e, 

Sete 

pine) 

1 
5 | 

a 4 

“ae 
_ ted 
bod 

eee 

~ 

sa 
i 
E ee as 
os 
a 
eS 
+s « 

S| ; 

a an, é Ase Ll 3 ce, ee. a brs ys 
, ’ ; : ee Se oe pee 1) Fa a ae. age en me ae 

? a : a Dee | ; a ae: SA a i ie ee ae bi is eke oy 
ut au _* aa ee = 2 a : - : es 2 lie & bs 
an ; -_ a a =. t sane: = ~ : 3 Pion. 
ees 
a. # Ge 


plan is to provide employees with retirement, disability, 
medical and hospital benefits and the like. 

The benefit plan revisions also eliminate a previous re- 
quirement that the employer’s contributions must be paid 
over to a third party trustee. Under the revisions, the trustee 
may be an afhliate of the employer. This charge conforms 
the requirements to prevailing practice. The revisions also 
make it clear that a bona fide benefit plan may be financed 
out of profits, This change will help clarify the uncertainty 
which previously existed as to whether payments made 
under such a plan would have to meet the tests for profit- 
sharing plans or those for benefit plans. 

Copies of the revised profit-sharing regulations, Part 549, 
and the new interpretations on benefit plans which amend 


certain sections of the Administrator’s bulletin on overtime 


compensation are available on request. The profit-sharing 


regulations became effective July 10, while the benefit inter- 
pretations became effective on June 10. 


THE SMALL DEFENSE PLANTS Administration, which 
probably now is operating under another name, or soon 
will be, in the Department of Commerce, has released here 
several more leaflets in its Management Aids and Technical 
Aids series, one of which may be useful in relation to 
employees. 

The latest leaflet is No. 30 in the Management Aids series 
and is entitled, “Employee Selection and Placement Methods 
for Small Plants.” It is available by writing to the agency, 
Washington 25, D. C., or at any SDPA field office. 


VISIBLE RATHER THAN vertical card records are most 
efhcient if records are posted to and referred to several times 
a day, Elmer G. Rahe, vice president, sales. The Globe- 
Wernicke Company, reported in a speech given before the 
regional meeting of the National Stationery and Office 
Equipment Association, in Columbus, Ohio, June 8. 

While the larger part of his speech was devoted to more 
effective methods of selling customers systems and supplies, 
Mr. Rahe also discussed the relative merits of vertical and 
visible filing, and outlined the type of work for which each 
is most economical. That portion of the talk, with the illus- 
trations used, follows: 

“You can do two things with a record. Write on it or 
read from it. Remembering these two things, plus the type 
of control desired, helps to determine the type of system and 
equipment to install. 

“Let's detine these to avoid argument as: 

Vertical i.e. unexposed margins or title 
or 
Visible ie. exposed margin or title. 

“There, of course, are variations in both categories such as 
book visible and cabinet visible. I won't discuss those varia- 
tions—let’s stick to a basic fundamental and see if we can 
arrive at a reasonably simple answer. Here are some guide- 
posts: 

“1. Analyze the purpose of the record. lt it is used to 
signal certain information at a quick glance—then visible 
is the answer. If it is used for tabulating a report at weekly 
or monthly intervals—then vertical would suffice. 

“So the use of the record is the first guidepost. 

“It posted to and referred to multiple times a day— 

“If it signals important facts at a glance— 

“It it is used to control daily decision—then visible would 
get the nod. 

“2. The Cost Factor. 

This breaks down into two phases: 
(a) Cost of the equipment 
(b) Cost of operation 

“Compute the actual cost of equipment and estimate the 

cost of operation both unexposed versus exposed. 


“Usually, exposed type equipment will cost much more 
(three cents per card versus seventeen cents per card on 
simple card systems) but on the other hand operation cost 
is less because of time saved.” 
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Visible records best for frequent use: Rahe 


Example 1 


COST OF EQUIPMENT 
Vertical 10,000 Records @ 3 cents $ 300.00 
Visthle 10,000 Records @ 17 cents 1700 .00 
Extra Cost of Visible $1400.00 
COST OF PAYROLL (1000 Postings per day) 
Vertical 8 hours @ $1.50.. ; $ 12.00 
Visthle 4 hours @ $1.50 : 6.00 
Daily Savings $ 6.00 
Yearly Savings $1500.00 
Example 2 
COST OF OPERATION 
Vertical Visible 
Depreciation (10°) $30.00 $170.00 
Floor Space ($3.00 per ft.) 45.00 60.00 
Total Annual Cost $75 00 $230 00 
Per Day Cost 30 92 
Labor Cost Per Posting: 
$12.00 + 1000 Postings O12 
6.00 = 1000 Postings O06 
lotal Cost per Posting 
Vertical Visible 
0 Postings per day $ 30 $ 92 
10 Postings per day 042 OSI 
50 Postings per day OLS 020 
100 Postings per day O15 O15 
200 Postings per day O14 O11 
500 Postings per day O13 OOS 
1000 Postings per day O12 007 
Savings 005 per posting 
1000 
5.00) per day 


250 days 


$1,250 00 per vear 

“It seems quite obvious that our question is answered by 
this example. The system should be visible type. 

“Note that at 100 postings per day cost is equal by either 
method. After 100 postings per day, cost increasingly favors 
visible. 

“As a good general rule, if the annual savings is 25 
or more of the investment in equipment, then the more 
expensive equipment is justified. This means that in four 
years or less the equipment will have paid for itselt. 

“It's good common sense again!” 
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A A feature of the model L-54 Copy- 
rite duplicator is its “two-way” pres- 


sure control, which permits retaining a 
given pressure setting throughout an 
entire run. This model also has a posi- 
tive margin adjustment, for position- 
ing the master, and an aluminum 
fluid container. It is made by the 
Wolber Duplicator & Supply Co., 1203 
Cortland St., Chicago 14, II. 


> A new group of modern office chairs 
introduced by the W. H. Gunlocke 
Chair Co., of Wayland, N. Y., has met 
an “impressive” reaction, according to 
the manufacturers. A large finance 
company has already made the chairs 
the basis of a standardization of its 
office equipment. The chairs are of 
walnut and are available in standard 
and in special finishes. 


A This motorized card file is known 
as Simplawheel, and it was exhibited 
to the public for the first time at the 
NOMA Business Show in Boston in 
May. It is added to the line of Wheel- 
dex and Simplawheel files offered by 
Wheeldex & Simpla Products, Inc., 40 
Bank St., White Plains, N. Y. Simpla- 
wheel can handle records on all types 
of paper; it carries them unattached 
in removable trays sus- 
pended wheel. 
Simplawheel is operated by a seated 


cradles or 
from a_ revolving 
operator; a touch of a switch brings 
the desired section of records to her. 
Capacities range from 100 to several 
thousand linear filing inches. 
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A The Hecco-matic desk-top photo- 
copying device has recently been placed 
on the market by Hunter Photo-Copy- 
ist, Inc., 566 Spencer St., Syracuse, 
N. Y. The 
contained, the entire copying process 
being done within one unit. The item 
to be copied is inserted into the unit 
with a sheet of negative paper. After 


Hecco-matic is _ self- 


a few seconds the exposed negative re- 
appears. A positive printing sheet is 
then placed over it and the two are 
inserted into another slot. These 
emerge atter a brief interval and are 
peeled apart to show the completed 
copy. The complete operation requires 


less than 45 seconds. 
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A The New Century line of desks has 
recently been introduced by the Art 
Metal Construction Co., Jamestown, 
N. Y. All models can be equipped 
with interchangeable drawer fittings 
t» make them flexible in adjusting to 
changed jobs or office conditions. 
Other features include adjustable foot- 
ings and ball bearing support for verti- 
cal file desk drawers. 


V Visiwecord, Inc., Copiague, L. I. 
N. Y., enlarges its line of visible filing 
equipment by introducing Vistem, for 
punched and tabulating cards. Vistem 
units are available in various models, 
such as the small portable model illus- 
trated, mobile posting units, large desk 
units, and counter height units. In all 
of these, each group of cards is visibly 
indexed. The company claims that this 
equipment is compact and has high 
card capacity and the advantages of 
instant visibility. 


August, 1953 


> This one-pound capacity postal scale 
has been named the Princess. Offered 
by the Pelouze Manufacturing Co., 
1218 Chicago Ave., Evanston, Ill, the 
scale is compact, measuring four 
inches in height, three and a half in 
depth, and two in width. The dials 
show weight and mailing costs, in- 
cluding rates for first class, air mail, 
merchandise, and printing. The scale 
has a capacity of one pound, graduated 
by ounces. The Princess is identified 
officially as model N-1. 


b Monarch Metal Products, Inc.. of 
724 S. Columbus Ave., Mt. Vernon, 
N. Y., has placed on che market a 20- 
drawer file for tabulating cards. The 
drawers are removable and ride on 
ball bearing suspensions of the cradle 
type. The capacity of one of these cabi- 
78,000 


model 


nets is cards. A 


removable 


tabulating 
with ten 
drawers is also offered. 


smaller 
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V The FTM Flexowriter can be 
equipped to punch a coded tape, or, by 
reading the tape, automatically type 
the information it contains. 


In addi- 
tion, two or more Flexowriters can be 
inter-connected to 


transmit and _ re- 
ceive messages in the manner otf tele- 


typewriters. They are made by Com- 
mercial Controls Corp., | 
Ave., Rochester, N. Y. 


Leighton 


q A tape dispenser for hard-to-cut 
gummed tapes has been introduced by 
the Ideal Stencil Machine Co., 102 
Iowa Ave., Belleville, Ill. Known as 
the Handy Dispenser, this new model 
has several interesting features. When 
a strip of tape is pulled up for tearing 
from the roll, an automatic brake locks 
the tape in place to assure a clean, even 
tear. The tape itself is delivered by a 
sliding rubber button, so that it is un- 
necessary to touch it with the fingers 
until it is ready for cutting. In addi 
tion, this model has a large, visible 


water reservoir. 


q The keys of this R. C. Allen type- 
writer are made of Tenite, a_ plastic 
produced by the Electric Manutactur A This “face-lifting” of Convoy record 
ing Co., Inc., of San Francisco and 


storage files has been made possible by 
marketed by Eastman Chemical Prod 


4 now production process that elimi- 
ucts, Inc., of Kingsport, Tenn. Tenite, 


nates the staple-stitching formerly used. 
the trade 


name for cellulose acetate 


These files. which are manutactureed 
by Convoy, Inc., Box 216, Station B, 
Canton, Ohio, retain their character- 


butryate, is a smoooth composition that 
is claimed to be durable, corrosion- 
resistant, and easy to keep clean. The 


istics of rigidity, durability, and ease of 
green and white color scheme of these 


‘ operation. 
keys harmonizes with the green of the 


typewriter housing. The manufacturer 
of the typewriter is R. C. Allen Busi- 
ness Machines, Inc., 678 Front Ave., 
N.W., Grand Rapids 4, Mich. 


> The nuisance of gummed labels that 
stick together in humid weather can 
be avoided by using the new model 
PX label gluer with ungummed labels, 
according to the manufacturer, Glue- 
Fast Equipment Co., Inc., 11 White 
St.. New York 13, N. Y. The new 
model is chrome-plated and has a lift- 
oft cover to speed up filling and clean- 
ing. It has an adjustable guide bar, and 
its glue reservoir holds sufficient glue 
for several hundred labels in one fill- 
ing 


‘ 
5 


» The “Tilta-Breez” is a fan which 
can be tilted in any direction so that 


—— 


iN 


iy 


it can, as the manufacturer expresses 


it, “put the breeze where you want it.” 
It is made by The Lau Blower Co., 
Dayton 7, Ohio. fans, 


which come in three sizes, may be in- 


iy 


" 


Hi 
UM, 


Tilta-Breez 


stalled, either permanently or tempo- 
rarily, in sash-type windows, or they 
may be carried easily to any other de- 
sired location, 
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> Marlite plastic-finished wall and 
ceiling panels can be easily installed 
with ordinary carpenter's tools over 
existing walls, according to the manu- 
fecturer, Marsh Wall Products, Inc., 
Dover, Ohio. The company states that 
Marlite is durable and economical, and 
tat it resists moisture, grease, heat, 
acids, alkalis, and stains. It is avail- 
able in a wide range of colors and pat- 
terns. Walls of Marlite can be cleaned 
with a sponge or damp cloth and re 
quire no polishing. The manufacturer 
recommends them particularly for en- 
trances, lobbies, corridors, offices, con- 


ference rooms, etc. 


A An unusual rubber stamp tor use 
by “bank-by-mail” customers is now 
being distributed through financial in- 
stitutions by Earl Witt, Inc., 400 West 
Madison St., Chicago, Il. This Duplex 
Sank-By-Mail Stamp is designed for 
bankers who seek a quick, easy, ac 
curate short-cut for customers in pre- 
paring deposit slips, endorsing checks, 
and putting return addresses on enve- 
lopes. It consists of two rubber stamps 
mounted on a single base shaped like 
a flat “V."” One of its surfaces carries 
the customer's name and address, the 
other bears the name of the bank and 
the customer as check endorsement. 


A The Speed Master model S white- 
printer is Peck & Harvey's latest con- 
tribution to the field of ammonia-type 
duplicators. The manufacturer states 
that with this new model anyone in a 


plant or office can print and develop 


black line and colored line white prints 
in volume as fast as they are needed. 
The new Speed Master uses a 2,000 
watt high pressure Vicor jacketed glass 
lamp and the dry ammonia-fume meth- 
od of diazo reproduction. It can make 
exact duplicates of any translucent 
original, including tracings, drawings, 
sketches, layouts, records, charts, data 
sheets, or letters, whether they are 
drawn, typed, printed, or photo 
graphed. The printing speed is from 
six inches to 14 feet per minute; the 
developing speed is set at eight feet 
per minute. The company claims that 
the model S is “the most fume-free ma- 
chine yet designed.” This new white- 
printer is produced by Peck & Harvey, 
Chicago 45, Ill. 
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A Mimegraph stencils may now be 
cut in a variety of type sizes and styles 
by the use of a new Vari-Typer model 
called the Vari-Typer Stencil-Writer. 
Changing of type siz: and style, ac- 
cording to the manufacturer, “is no 
more involved than switching blades 
ia a satety razor.” Fifteen type “tonts” 
may be stored in the drawer at the 
base of the machine; two may be fitted 
into operating position at the same 
time, being selected for use by turning 
a knob. Each font is a complete unit 


of upper and lower case letters, to- 
gether with symbols and punctuation 
marks. Like other Vari Typer models, 
the stencil-writer is made by the Ralph 
C. Coxhead Corp., 720 Frelinghuysen 


Ave., Newark 5, N. J. 


A Plastic binding can now be per- 
formed on a combination desk-top unit 
recently brought out by the General 
Binding Corp., 812 W. Belmont Ave., 
Chicago 14, Ill. The new unit, called 
the PB-5 Combo, handles both the 
punching and the binding operations. 
It punches from 10 to 15 pages at a 
time. New pages can be added to a 
book after it has been bound, by use 
of a special feature. When the book is 
placed on the machine, a handle is 
pushed back to open the plastic rings. 
After the new material has been in 
serted, the handle is pulled torward to 
close the binding. A full-length plastic 
binding can be applied when needed. 
The PB-5 measures 8'5 by 1134 in. 


at the base and weighs 814 pounds. 


2 This Englishanade “Alwayze” ball 
caster can be fitted to wooden and 
metal furniture. Belf & Lustig, 23 Park 
ace, New York 7, N. Y., are the 
American distributors for this new 
unit, which, they say, allows smooth, 
silent movement in all directions, even 
over carpets. It was designed with 
extra strength to suit it for carrving 
heavy loads. 


q The U-File-M binder strip provides 
permanent filing of sheets or pamph- 
lets up to letter size. An 11 In. strip 
holds 22 sheets or pamphlets, and ad- 
ditional strips may be added to the 
same tolder. Material is secured by 
small adhesive hinges. The maker is 
U-File-M Binder Co., Inc., Syracuse 


ay, Is. 2. 


A The five section dividers of this steel 
tray are hinged so they can be raised 
for easy access. This No. M 103 tray 
measures 314 x 10 x 21 in. and is sold 
by Jayem Sales Corp., 31 Coffey St., 
Brooklyn oy IMs Es 
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A The Port-A-Phone intercommuni- 
tion unit, manufactured by the Feiler 
Engineering & Manufacturing Co., 
8026 N. Monticello Ave., Skokie, IIl., 
is a portable instrument weighting 41, 
pounds, It uses the standard wiring to 
be found in any building wired for 
electricity, and can be plugged in or 
unplugged at will. The company says 


stations can operate 2'4 miles apart. 


A A vacuum cleaner that also cleans 
and polishes in one operation has been 
introduced by Columbus-Dixon, Inc., 
333 E. 23rd St., New York 10, N. Y. 
The machine pictured is the multiple 
unit model 12. Its twin brushes rotate 
at 800 rpm; its vacuum sucks in 61 
cubic feet of air per minute. A larger 


size is also available. 


b The Haleid Co., Rochester 3, N. Y., 
has announced a XeroX copying cam- 
era with automatically controlled ex- 
posure speed and lighting, for use in 
copying material for transfer to a paper 
master by the xerographic process. 
New also is an easel attachment for 
copying lists and other printed matter. 
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p> The “Jet” is a new all-steel general 
utility stand now being offered by 
Maso Steel Products, 53 W. Jackson 
Blvd., Chicago 4, Ill. It is designed as 
a support for standard size typewriters, 
adding machines, calculators, and 
other office machines. Models are avail 
able with or without a_ letter-size 
drawer. The top is of heavy gauge 
sheet steel with indented panels to pre 
vent machines from sliding. The stand 
is mounted on casters. 


V A seli-powered tape recorder de- 
signed to be completely portable has 
been christened the Cub Corder and 
introduced by Ectro, Inc., of Delaware, 
Ohio. Operating on a 4-volt storage 
battery with a normal life of 450 
hours, the Cub Corder is designed to 
record up to 20,000 words without 
recharging. The unit weighs under 13 
lbs. Microphone controls govern re- 
cording, playback, stopping, and start- 
ing. 
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A An onion skin paper called Coupon 
Onion Skin is being introduced by the 
American Writing Paper Corp. ot 
Holyoke, Mass. The manufacturer 
states that its new product is strong, 
can withstand frequent erasures and 
repeated handling, and is suitable for 
such purposes as permanent copies, 


records, wills and deeds. 
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q The Royal Metal Manufacturing 
Co., 175 N. Michigan Ave., Chicago 1, 
Ill., has expanded its line of steel office 
storage and wardrobe cabinets to in 
clude ten styles. These cabinets are ot 
heavy gauge steel construction, fin- 
ished in grey or green. The interiors 
are louvered in the rear for ventilation. 
All shelves are adjustable on two-inch 
centers. The redesigned cabinet line 
also teatures 24-inch concealed hinges 
with blind attachments designed to 
prevent tampering. The exterior cor- 
ners and edges are rounded, and there 
are no exposed bolts on front or sides. 
Available are single-door and double- 
door models, in’ various depths, and, 


ia addition, a counter-high cabinet. 


q A new stipsneeter waicl. fits all Rex- 
Rotary D-270 and D-26 twin-cylinder 
stencil duplicators has been announced 
by the Rex-Rotary Distributing Corp., 
19 W. 31st St.. New York 1, N. Y. 
The model D-270 also has an auto- 
matic premeasured inking system and 
automatic paper feed for all kinds of 
paper from airmail to card stock. The 
printing width is 8 in. A stop 
counter on the paper feed stops the 
motor and the feed when the run has 
been completed. Colors can be ex- 


changed without changing drums. 


A Emerco Corp. of Hanover, Penna., 
is NOW manutacturing an executive pos- 
ture chair which features a hairpin back 
support. This chair is model 1009. 
Upholstery for seat and back can be 
obtained in a wide range of plastic 
coated or woven fabrics in a variety 
of colors. The arms of the chair are 
deeply padded, The chair has a seat 
20%4 in. wide, 17% in. deep, and 
4%, in. thick. The seat height is ad- 
justable, as is the distance of the back 
from the seat. The chair is finished 
in anodized aluminum, 


This electric hand and hair drier is 
called Ozo-Dry and is manufactured 
by Michael Electric Products, Inc., Box 
141, New Haven, Conn. This unit 
combines the functions of hand drying 


and deodorizing. It contains a small 


ozone-producing lamp — a Westing- 
house Odorout Bulb—which generates 
ozone for the purpose of destroying 
objectionable odors. Ozo-Dry measures 
nine by seven inches and fits on the 
wall. It is equipped with a timer by 
which it can be set to run one minute, 
stopping automatically. 
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A The Columbia portable model In- 


secticider is a new vaporizer developed 


by the Columbia Chemical Co. tor use 
with its Metho-Nox insecticide. Metho 
Nox is a derivative of methoxychlor; 
its addition to lindane is said to elimi- 
nate lindane crystallization in the 
bowls of vaporizing units. Thus, the 
company says, insect killing efficiency 
is increased and equipment cleaning is 
simplified. The vaporizer can also be 
used for fumigation. Columbia Chem- 
ical Co., Inc., is located at 154 E. Erie 
St., Chicago 11, Ill. 


> Labelon’s new printed flathack tape 
is a white tape on which is printed 
whatever printed material may be re- 
quired by the user, It is used for seal- 
ing, marking, identifying, instructing, 
warning, and inspecting. The tape it- 
self has an adhesive which, according 
tc the manufacturer, sticks firmly to 
any clean, smooth surface and yet 
strips off cleanly without leaving a 
mark. The printing surface can be 
written on with pen or pencil. The 
Labelon Tape Co. is located at 450 


Atlantic Ave., Rochester 9, N. Y. 
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an inter-office 


A The Direct-A-Call is 


being produced 


telephone system now 
specifically for small offices by the Con- 
necticut Telephone and Electric Corp. 
of Meriden, Conn. The unit, which 
occupies a space measuring four by 
six inches, is adaptable to systems em 
ploying from two to five stations. Push 
buttons on each unit are used to call 
the other stations individually. The 
system is designed to be easy enough 
to install that the purchaser can do it 
himself. The power supply is plugged 
into any 110-volt outlet. Color-coded 
wires are attached to the telephones 
with the use of a screwdriver, Wires 
be*ween phones are flat and can be run 


under carpets or glued to walls. 


A This ten-drawer all-steel cabinet is 
designed for the filing of canceled 
checks. The drawers measure 10%, by 
4'4 by 24 in. inside. Each has a brass 
handle and card holder, and, at the 
back, a steel handle for convenience in 
carrying. The units are available in 
green or grey baked enamel finish. 
The manufacturer is Dolin Meta! 
Products, Inc., 315 Lexington Ave., 


Brooklyn 16, N. Y. 


4 Checks can be signed and dated and 
the amounts stamped in “protected” 
figures, all in one operation, using the 
Protectograph Disburser, recently of 
fered to the public by The Todd Co., 
Inc., P. O. Box 910, Rochester 3, N.Y. 
The figures are shredded permanently 


le 


into the paper fibers, and the tacsimi 
signature is printed with a= multi 
colored ribbon. Other features are a 
non-resettable meter for counting sig 
natures and the use of a copper plate 
for the signature to permit removal 


and safe storage when not in use. 
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won't spill! won't leak! 


morris Safe-T-Set 
IT S$ N E Ww! .-the newest 


member of a famous family... most 
important development in desk-top 
convenience in years! With full two- 
ounce ink supply, long-lasting hard 
tip point, exclusive Safety feature, 
the Morris Safe-T-Set gives months 
of perfect writing in perfect safety! 
Your choice of colors! Ask for the 
Morris Safe-T-Set at your stationers. 


BERT M. ORRIS CO. 


8651 W. Third, Los Angeles 48, Calif. 
In New York: 381 Fourth Ave. 
In Canada: 
McFarlane Son & Hodgson Ltd., 
Montreal, Que. 
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Punched card systems— 
(From page 23) 


scheduling the machines (so that things are done in the 
proper sequence), and averting machine tie-ups before they 
happen. 

Other responsible jobs exist in a tabulating department, 
but these are the key positions that can make or break the 
department as a whole. 

Proper organization, the second requirement, is of course 
fundamental. That it can bear repeated emphasis, however, 
is borne out by the fact that, although any orthodox clerical 
department may fall apart if it is improperly organized, it 
will probably not be a volcanic explosion, but rather a grad- 
ual, almost gentle corrosion. But when a tabulating depart- 
ment starts to collapse, utter chaos results. 

Tabulating systems bring an altogether different set of 
problems from those encountered with other systems. 

A tabulating department will accomplish its mission of 
producing first-rate quality services more easily with a 
simple structure than with too complex an organization. 
At Bankers Trust Company in New York, units have twice 
been divorced from the centralized department and moved 
to their respective divisions of the bank to avoid having too 
complex a set-up in the central department. This has per- 
mitted normal growth in each tabulating unit without 
undue stress on the staff, and has freed personnel, machines, 
and space in the centralized unit to take on new functions. 

But a central machine control and a central methods 
group service all these installations, and a common lan- 
guage in the form of process chart symbols is used through- 
out. These symbols are invaluable in the machine rooms; 
the importance of a common language not only to speed 
communications but to avoid misunderstandings, cannot be 
overemphasized. Verbal instructions, either written or 
spoken, are always liable to misinterpretation, and in 
punched card work it is particularly important that the 
communication flow, both up and down, be adequate, and 
clear. The process chart symbols are invaluable in this 
respect. 

Complete training: The third requirement, complete 
training, is understood clearly enough as far as the actual 
mechanical work of running the machines is concerned. 
But training is more than this; it has different levels which 
should be considered. 

For instance, the basic worker just coming into a machine 
installation is usually a girl—perhaps a girl just out of high 
school—who has never had any previous experience with 
card punching apparatus, Such girls arrive for work and 
find themselves plunged into complete confusion. Electrical 
circuits, millions of punched cards, and complicated tech- 
nical language envelops them. 

Under the circumstances, it would be very simple for the 
new recruit to spend a few horrified hours, put on her hat, 


_ and go out to find a good secretarial school. With proper 


orientation, she will do none of these things, however. At 
3ankers Trust an orientation pamphlet, written from her 
viewpoint, is her first contact with punched cards. The 
pamphlet is not technical; it describes in general terms what 
the machines do and how they are operated, likening essen- 
tial parts or controls to objects with which the girl is fa- 
miliar, so that recognition will come easily when she actu- 
ally starts using the units. 

After initial training, the girls are given a few weeks’ 
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practice working on dummy material, under direction of 
a senior worker. Then the employees progress —to the 
simplest jobs in the file maintenance section. Their progress 
is easy throughout, and their self-confidence grows as they 
become familiar with the machines. 

Because the personnel is of high calibre, it is important 
that there be a goal for them to strive for, a goal that can 
be reached in a reasonable length of time, without waiting 
for a section head to resign. This can be accomplished by 
a “floating force,” whose members are equal in rank to 
section heads. Girls who make quick progress on the ma- 
chines can be moved forward to this job rating and in- 
creased pay. You will never have enough “floaters.” 

Job descriptions of every operation in the department 
should always be available to every member of the depart- 
ment. At Bankers Trust Company this is accomplished by 
a “what I do—how I do it” form for the file maintenance 
group, while in the machine room, large envelopes which 
hold process charts, panel board diagrams, and test decks 
are used. These envelopes, kept in a central filing cabinet, 
contain the technical information necessary to do the job, 
rather than a job description in its usual sense, 

Punched card know-how: The fourth requirement, 
punched card know-how, should be inevitable if the first 
three requirements are properly taken care of, but it re- 
quires a complete understanding of the punched card 


concept . 

What is this punched card concept? Before it can be 
thoroughly understood, it must be remembered that tabulat- 
ing work is not just another machine operation. It is a 
separate field, entirely distinct from any other. There are 
two ways of doing clerical operations: the punched card 
way—all other ways. 


Punched card concept 


Because a tabulating department contains machines com- 
posed of units, each of which performs only one, or a few 
closely related functions, several new ways of performing a 
job may be opened up merely by the addition of some ma- 
chine not previously used. This gives the punched card 
method a characteristic of great flexibility which must be 
thoroughly understood before real know-how can be de- 
veloped. 

Too many punched card systems functioning today—and 
functioning perfectly—do not take full advantage of this 
flexibility, since the systems used are often based on previous 
operating techniques and not on the punched card concept. 
This is not at all unusual when you consider that many 
times the best of several ways of doing a punched card 
operation is the one at widest variance with the normally 
accepted manner of accomplishing clerical work. 

One illustration to demonstrate this range of choices may 
also help clarify the punched card concept: 

Assume that an organization decides to have its payroll 
system handled in its tabulating department. One by- 
product would be a sign-off sheet which could now be auto 
matically produced week after week in a tabulator for each 
department from master name cards. This would be follow- 
ing the former system but adding to it the advantages of 
an automatic listing machine, Beyond that point, in order 
to develop overtime pay, overtime hours and employee num- 
ber would have to be key punched. 

If time clocks are used, time cards themselves could be 
printed on continuous card stock and headed up through 


(To page 73) 
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PROTECT YOUR FLOORS 


Roll smoothly, easily, quietly 


“‘Diamond-Arrow’ Casters 
Most efficient ball-bearing 
swivel casters you can buy 


For tubular-base chairs For metal-base chairs 


For wood-base chairs 


These well-made Bassick casters are easy on your 
floors, easy on your budget. Soft rubber or hard 
composition tread. Ask for them at your office 
supply store. THe Bassick Company, Bridgeport 
2, Conn. Jn Canada: Belleville, Ont. 


Bassick 
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People in the News 


DONALD H. KUNSMAN has been 
elected a vice-president of the RCA 
Service Co., according to an announce- 
ment from President E. C. Cahill. Mr. 
Kunsman will be vice-president in 
charge of the 
Service Division. 

Mr. Cahill also announced the elec- 
tion of Gerald W. Pfister as the com- 
pany’s treasurer and comptroller, the 
post vacated by Mr. Kunsman. Mr. 
*fister was manager of field adminis- 
‘ration in the 
Service Division, 


Consumer Products 


Consumer Products 


Mr. Kunsman joined the RCA Serv- 
ice Co. in 1949 as assistant to the 
president. The following year he was 
appointed budget manager for the 
company. Later he was elected treas- 
urer and comptroller. For 16 years 
before joining the company he had 
been associated with Montgomery 
Ward, where his last post was that 
of assistant to the mail-order vice- 
president. 

Martin F, Bennett has been appoint- 
ed regional manager of the West Coast 
region of the RCA Victor Division of 
RCA, it was announced by Charles M. 
Odorizzi, operating vice-president. Prior 
to his appointment, Mr. Bennett served 
as assistant manager of the company’s 


FREE! 


THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 


Any marking Problem 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 
illustrated catalog 295 it’s 


leuad and Gp Gu 


80 DUANE STREET 
NEW YORK 7, N. Y. 
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Eastern region. Previously he had been 
manager of RCA theater equipment 
sales at the Camden headquarters. 


BURROUGHS CORPORATION 
(formerly Burroughs Adding Machine 
Co.) has announced several new ap- 
pointments. 

Willis E. Morgan, 
formerly general 
sales manager, has 
been named Vice- 
President of Market- 
ing. Mr. Morgan 
has been a member 
of the organization 
since 1934, when 
he joined the com- 
pany as a salesman. Moving upward 
through various sales positions, he was 


Willis E. 
Morgan 


appointed assistant sales manager in 
1946 and general sales manager in 
1948, 

Ray W. Macdonald is a new General 
Manager of International Activity, tak- 
ing charge of all sales and_ service 
operations outside the United States 
and Canada. Beginning as a salesman 
in 1935, Mr. Macdonald held various 
sales and export posts and became as- 
sistant export manager in 1943. In 
1948 he was named export manager. 

Noel L. Mudd has succeeded Mr. 
Morgan as_ general 
sales manager. He 
moves to this posi- 
tion from the assis- 
tant general sales 
managership, which 
he had held since 
1948. Mr. Mudd has 
been connected with 
Burroughs sales ac- 
tivities since he en- 


Ray W. 
Maedonald 


tered the company in 1923 as a junior 
salesman. 

Leslie ]. Peters has been appointed 
service manager in the new interna- 
tional activity. Mr. Peters joined the 
Burroughs organization in 1924. 


DR. OTTO F. BEHREND, treasurer 
and co-founder of the Hammerhill 
Paper Co., retired from that company 
in May. He is succeeded as treasurer 
by John H. Devitt, who has been with 
Hammerhill since 1922. 


P. G. LARTER, comptroller of The 
National Cash Register Co. of Canada, 
Ltd., Toronto, has been elected to 
membership in the Controllers Insti- 
tute of America. 
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aluminum 
chairs 


CHAIRS AND PEOPLE 


The test of a really good office chair is that it 
fits the physical characteristics of each individual 
user. 

FINE-REST Chairs are specifically designed to 
accommodate the tall and the short; the stout and 
the slim. A  FINE-REST installation will provide 
functional comfort for all of your employees. This 
means increased efficiency, reduced absenteeism, and 
of course, reduced costs. 

Write for free descriptive literature and the name 
of your nearest FINE-REST dealer. 


“america's Standard of Business Seating” 
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People in the News 
(Continued ) 


C. C. THOMPSON has been appoint- 
ed office manager for all Pittsburgh 
Plate Glass Co. genera) office depart- 
ments, according to 
a recent announce- 
ment by Comptrol- 
ler C. R. Fay. 

Mr. Thompson 
attended Allegheny 
College and Car- 
negie Institute of 
Technology. He 
joined Pittsburgh — C. 
Plate Glass Co. in — 
1936 and served for seven years as of- 
fice manager and chief accountant in 
the Milwaukee branch. Since 1946 he 
has served as credit and office manager 
of the Columbia-Southern Chemical 
Corp., a wholly-owned subsidiary of 
the glass company. 


PITNEY-BOWES, INC. stockholders 
re-elected the company’s nine directors 
at the 33rd annual meeting of stock- 
holders. The directors are William F. 


Bernart, Charles E. Heydt, Allen 
Hoover, Frederick F. Lovejoy, Jr., 
Deane W. Malott, James H. Orr, Ed- 
win P. Shattuck, Leon C. Stowell and 
Walter H. Wheeler, Jr. 

The board, acting in turn, re-elected 
nine officers, including President 
Wheeler and Executive Vice President 
Bernart. The other officials continuing 
in their positions are John H. Pratt, ]r., 
vice president for manufacturing; 
Harry M. Nordberg, vice president for 
sales and services; Harold Camp, vice 
president for finance, and secretary; 
Simeon W. Sells, vice president; John 
O. Nicklis, treasurer and assistant sec- 
retary; Frank H. Van Duzer, Jr., 
comptroller, and Reinhold W. Mar- 
schall, assistant secretary and assistant 
treasurer, 


Association News 
(Continued from page 57) 


mit maximum use, ease of operation 
and maintenance, ruggedness and re- 
liability, and low original and oper- 
ating costs. 

Progress is to be expected, said Mr. 


America’s foremost maker of wood office chairs presents 
the smart new “300 series” . . . styled for today and to- 


morrow 


uality crafted by Jasper—packed with sales 


appeal and profits for you. Models 304-L, 305-L and 
307-L are offered in solid walnut, also oak; cushioned 
seats are upholstered in sturdy Naugahyde, also genuine 
leather. These same styles also are available with solid 


wood seats. 


SEND FOR NEW FOLDER that fully presents this great 


new, sure-to-sell line! 


Why wait—promote these smart 


Jasper Chairs now for bigger profits! 
“The RIGHT CHAIR at the RIGHT PRICE!" 


Dallas, Texas 


327 Sunset Drive, 


James S. Fowls, (Southern) 


Jasper Chair7 


JASPER, 


REPRESENTATIVES: Geo. A. Litchfield, Sales Mer. 
Fred and George C. Deutsch 
7207 Northhaven Road 


INDIANA 


W. H. Brown, (Chicago-Midwest) 
666 Lake Shore Dr. 

Chicago, Ill. Space 844 

R. A. Browne, (West) 


North 2925 Revere Ave. 
St. Petersburg, Florida 


Oakland, Calif. 


Pelej, in adapting the large-scale elec- 
tronic computer to business use, in 
modifying existing equipment to make 
use of newer electronic and mechanic- 
al techniques, and in developing spe- 
cial purpose electronic machines for 
special applications. 

He added a warning: he pointed out 
that there is at present a tendency to 
flood management with so much data 
that the result has often been to ob- 
scure rather than illustrate the impor- 
tant facts. This tendency, he said, 
must be corrected, since the new elec- 
tronic equipment could make matters 
far worse by being able to produce 
more information at a far more rapid 
rate. 

Other speakers were Dr. Paul Tay- 
lor, of Tulane University; Herman A. 
Heiser, of Lybrand, Ross Bros. & 
Montgomery, Philadelphia; Robert 
M. Trueblood, of Touche, Niven, Bail- 
ey & Smart, Pittsburgh; Clinton W. 
Bennett, of Cooley & Marvin, Boston; 
I. Wayne Keller, of Armstrong Cork 
Co.; Harry N. Kamph, president of 
Business Systems, Inc.; and Dr. Adam 
S. Bennion, vice president of Utah 
Power & Light Co. 


ee 
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upholstered or solid wood seats 


SEE US IN CHICAGO! Room sos. 
Conrad Hilton Hotel—Sept. 26-30th. 47th 
Annual Convention, National Stationers & 
Office Equipment Association. 


R. J. Freeman, (Eastern) 
385 Madison Ave. 

New York, N. Y. 

Jack S. Doran, (Northwest) 
538 E. 91st St.. 
Seattle 5, Wash. 
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Punched card systems— | 


(From page 69) NOM A Ke 
the accounting machine with employee names. This is a DA CS 


similar system to the sign-off sheets, and the remaining 
steps would be identical. 

In both of these examples however, the best use of the 
machines is not being made. The punched card concept 
has not been applied to the problem. The former way of 
doing things has been followed, and improved very slightly 
by the partial use of automatic machinery. 

The punched card concept means comprehending that a 
low price standardized card can contain within itself a 


FOR MORE STRENGTH 
AT THE GREATEST POINTS — 
OF WEAR . 


means to make high speed machinery automatically accom- 
formation easily read by the average person. 
The two key words in this definition are “within itself.” HAS ONE TOO 
ith thei PLI-TOP FOLDER 

examples, whatever manner in which the time schedules Wit their TWO- - 
were formerly kept can be disregarded. 
clock, and entries can also be made by hand. At the end ) ©. uc —S—C*The top edge and tab of 
of the week after the hours have been computed, one person oa Smead’s TWO-PLI-TOP 
send the cards to the payroll department for a recheck of turning over and glueing 
the overtime calculation. The cards can then be sent to the an extra inch of stock. 
are automatically punched from the mark sensing. }, relied acn-ceting edge 

; of double strength at 


plish the requirements of accounting and reporting, and 
that this same card can be a document to communicate in- 
If this concept is applied to the previous time schedule 
A punched card used as a time card can operate in a time — Saves space and money 
eenene 
in each department can mark sense the overtime hours and / ee ee folders are reinforced by 
central tabulating department where the overtime hours + \ This gives a smooth, 
a the points of great- 


Cards used as receipts 


The cards are then multiplied in an automatic calculator . “| est weer. Meade of 
by the overtime factor, which has been in the time card ‘ ” Bes Gove seagoy 
-" we , iber. A medium-weight . 
from the beginning. When the gross and net pay have been c nce eee ee 
interpreted. the time cards c be used as rons L eecoine => PLI-TOP FOLDER of 9'/2-point thick- 
interpreted, e time — $ can be used as actual receipts ness actually provides 23 points of thick- 
for the amount of overtime pay. ® 


y ; — ness at the tab— more than twice that 
When the time cards are originally produced, they are of a standard single top heavy- 


weight 11-point folder. 


NOTE THIS CONSTRUCTION! ¥ 


9/2 points of paper folded over and glued— 
with 4-point thickness of glue gives 23 points 
of strength of the ploce of greater weor. 


automatically reproduced and interpreted from payroll mas- 
ter cards with all the necessary punches, including a nu- 
merical sequence for each department. Furthermore, even 
the burden of selecting and attaching “To and from” slips 


can be eliminated. Delivery instructions are on cards which 


are machine collated with the time cards for each depart 


ment. The only hand work is putting elastic bands around 

each group and dropping them in the outgoing messenger eee th Po a 
box. cost approximoately$.90 per thousand less 
then standard single top heavy-weight 11- 
point folders. 

Smead's TWO-PLI-TOP folder with its round- 
ed corners is a better folder than the standard 
single top because it is double at the point 
of greatest weor (the tab). Tabs will wear » 
longer and the rolled edge eliminates cuts 
ond scratches of file clerks’ fingers. 


The last basic requirement, methods tie-in, accomplishes 
two things: first, it provides management with a skilled 
methods group which does not have the pallor associated 


with life in an ivory tower, and second, it lends a tone to 


the department which cannot be overlooked. There is good 


One thousand 9'/;-point TWO-PLI-TOP folders will take 
up 3 inches less space in a standord drawer file than will 
be taken up by one thousand 11-point stondard single 
top folders becouse the TWO-PLI-TOP is above corre- 
spondence height 


reason to believe that a methods man trained in punched 


card work is the best kind of methods man. No system 
he is apt to run into will ever give him an inferiority com- 


plex. The fact that he works in juxtaposition to the latest 
. , z a7 Write us today for a free THE 
in machines gives him an assurance that is denied an ordi- |  semple of Smead's TWO- ; 
PLI-TOP folder. Always use 


a system folder—"lt permits 
growth as needed.” HASTINGS, MINNESOTA 


MANUFACTURING CO. 


nary methods man. 
si LOGAN, OHIO 


The punched card methods man has the background, so 


indispensible to management, which enables him to say Send us © free somple of Smead’s TWO-PLI-TOP | 

no as well as yes to a suggested punched card procedure. en | 
° a ee a 

It is more valuable to know when not to suggest a punched | 
ae oS i —— 

card system than it is to know when. City eee Stete | 

What are the mental paths that a methods man trained F : Eiccidicsiedtdiavencaddeiniaislstachiiases all 


in punched card techniques must follow when surveying 
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the Office Treasure... 


PINK PEAR 


World Famous Pencil Eraser 


Soft, pink, pliable —it actually 
cleans as it erases. Your office 
supplies are not complete with- 
out several Pink Pearls. Ask your 
stationer today for this excep- 
tional Paper-Mated Eraser! 


...there’s a 


PAPER-MATED ERASER 


to fill every requirement! 


EMERALD 

For black or colored pencil 
erasures. Efficient in use, 
excellent in results. 

VAN DYKE 

Typewriter eraser. Medium 
soft texture, for originals or 
copies. With or without brush. 


VAN DYKE INK 

Ink eraser. Firm, not too 
abrasive. Gentle on paper or 
tracing cloths. 

RUBY TIP 

Pencil eraser. Excellent for 
tiny corrections. Fits over end 
of all standard pencils. 


UNION 

For pencil corrections (white 
half) and typewriter & ink 
erasures (grey half). A ver- 
satile office tool. 


per-mated erasers 
ade only by : 


EBERMARD 


FABER Since 1849 


TRADEMARKS REG U S. PAT. OFF. 


PRINTED FORMS 
Specialists 


<q STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
WV STYLE 1-TIME CARBON 
FORMS 


For bookkeeping machines 


of all makes. 


PRINTED FORMS OF 
EVERY TYPE 
& 
Over 33 years of know-how and 
a complete modern plant for 
speed and intelligent service. 


Snap-free or pull-out style 


Write for quototions today 


We not only SELL... but SERVE 04 well ! 


ESTABLISHED 1920 


-HYGRADE- 


. PRINTING é STATIONERY CO. INC. 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 
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a clerical operation? Is there a rule of thumb, a slip-stick, 
or a “quickie” that he can turn to to find the answer? 

There are clues to help but in order to prevent the hasty 
decision or premature closing of the mind it is best to avoid 
generalizing about punched card systems before all the 
facts in the case under study are assembled. 

Within the framework of a tabulating department, there 
are always multiple methods, various ways to using each 
machine, and several proven procedures to investigate. 

This represents a challenge, a challenge not only to ex- 
plore the ways that are known, but also, with the knowledge 
of high speed machinery that is available today, to probe 
increasingly into unexplored areas. 

Let us explore. Let us look for those clues to the success 
of a projected punched card application which can usually 
be found in certain key indications. 

1. Is there a source document which could be a prepunched 
card? 

2. Are there multiple reports which require the analysis 
of information before they can be produced? 

3. Is there a strong growth prospect which under a hand 
system may increase personnel problems but could easily 

, be borne by automatic punched card machinery? 

4. Is there a large amount of monotonous work which 
aggravates the personnel problem when done by hand? 

5. Are there calculations and control requirements which 

| must be completely accurate? 


If any of these situations is present, the punched card 
system should head the list, and a survey should determine 
the punched card method which will produce the best re- 
sult. 

The method will be one that makes only orthodox de- 
mands on the machines. The method will be one whose 
end result is guaranteed quality production, not exhibition- 
ism. And the odds are that the successful method will have 
been developed in five phases: comprehension of the job 
to do, experimentation in procedures, evaluation, testing of 
the final system, and standardization of the steps. The odds 
further are that the successful method will employ a_pro- 
duction schedule that is simple to understand. 

In terms of training alone, this simplicity is a great asset 
to a system. Think of the telephone. You dial a number 
and either get an answer or a busy signal. It is perfectly 
simple to explain, even to a child. Immaterial in explain- 
ing how to do it is the overwhelming fact that behind the 
"scenes of the dialing and the speaking of one person to 

another is the transmission of electrical impulses in a strange- 
ly different world of research, engineering, standardization, 
production, installation, and maintenance. So it is also im- 
material, when you explain how simply a card can be mark 
sensed for overtime, punched and calculated for overtime 
pay, that behind the scenes is a similarly strange new world. 

We have now come to the end of discussing the five basic 
requirements of a first-rate tabulating department: in brief, 
personnel, organization, training, know-how, and methods. 
A great deal of emphasis has been placed on the importance 
of personnel—personnel and its organization and training 
is never static but always dynamic. 

Let us hope that for us it will never be static either, 
and that in the welter of new theories, ideas and systems 
which are in abundance today, we will always remember 
that the journey from the laboratory to the day-by-day 
grind of the office routine, where Suzy, and Mary, Tom, 


(To page 77) 
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NO USE 
LOOKING, 
OSCAR ,,..YOU 


CAN'T SEF my 
PAYCHECK 
ROUGH THIS 


REARRANGE YOUR 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee's name. This improves personnel relations. 

TH E N—you'll want to use “Outlook” envelopes for other 


purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


 QUTLOOK ENVELOPE COMPANY 


Originators of “Outlook” Envelopes. Est. 1902 
1005 WASHINGTON BLVD., CHICAGO 7, ILL. 


Actual Size 
of Templets 


“CLARKE TEMPLETS”’ 
For more efficient 


office planning 


New! Never before sold by stores. 

Now you can save space, time and 
money by planning your office with the 
same “Clarke Templets” used by expert 
consulting enginecrs to plan the most 
important offices. They're much easier to 
move than furniture — far more efficient 
than drawings or blueprints—excellent for 
rearranging your present space. Simple 
detailed instructions included 

Cardboard templets—scale ‘4 inch to 
the foot—printed on 842 inch by 11 inch 
sheets, each sheet containing more than 
100 templets of all sizes of office furni- 
ture and fixtures—to be cut out and 
arranged on a plan of the office. 

Complete set of 13 —_. 
of templets, plan of a typic 
office and full RAL $5. 00 

Quantities of 100 or 
more assorted sheets 20c per sheet 

At your stationers, or write us direct. 
WARREN H. CLARKE & CO. 

CONSULTING ENGINEERS 
305 East 46th St., N. Y. 17, N. Y. 


SPOTLIGHT FOR ACTIONS 


SIGNALS - 
Bowes - MAPT ACKS 


TYPEWRITER 


An Annual Roller Change gives 
| you Better Performance and 
Protects all working parts of 


your machine. 


Sines B. Graff Co., Cambridge 40, Mass. 


xan 
FOR YOUR 


Sonsrt) 
AD, 


- fr. 
5 STAR 
PLATEN © 


For Best Results, Insist on 
FUTURISTIC 5-Star Platens 


Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 
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CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 


OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


CC 


PAPER FASTENERS \_ 


For Sale 0 or to Buy Used Equipment 


WANTED—ALL TYPES OFFICE Machines, Filing Equipment Furni- 
ure, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Ware, Phone CAnal 6-2054, National Office Equipment Co., 429 
Broome St., New York 13, N. Y. 


ACCO FASTENER 


I 5 p KARDEX, ACM E, G iLOBE WwW E RNIC KE, “Yawman Erbe, Rand Visible 
i Cabinets, wood el. Addressograph, Cabinets and Trays, Ledger 
0 Bind Papers Together l'rays, steel and Reconditioned first class. Special prices to 
To Keep Perfect Order lealers. We also buy this equipment. Ur versal Office Equipment ( 
Inc., 7 Waverly Place, New York, N. Y. GRamercy 3 ° 
To Prevent Loss 


W mil wh D-- ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mim r 1 , Postal Meters, Folding Machines, Calculators, Adding 
Machine We pay top prices. Write immediately. Northway Dis- 
P = tributor Ist Ave., Seattle, Wash 
Make Acco Fasteners the basis of your filing sys- oa im 
eae . ; BE EES VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
tem. They keep papers bound together loose leaf n rebuilt Kardex, Acme, Globe-Wernicke Yawman & Erbe visible 
style—preventing loss, mis-filing, wasted time. Use ibinets, as well as other makes. All our equipment is fully reconditioned 
. * e . ind guaranteed lease write and tell us equipment you need or 
them alone, in Accobind Folders, or in Accopress lave for sale Heineman Office Equipment Co., O ML »4N. &h St., St. 
Binders. Sizes for all standard loose leaf centers. Louis, Me 

Ask your stationer. Positions Available 
ace -g° . * = 
ACCO PRODI CTs. Inc. WANTED TABULATING MACHINE 1 Equipment Operaters and 
Ogdensburg, N. Y. Supervisors, Tabulation Project Planners and Tabulation Planners. Sal- 

In Canada: Acco Canadian Co., Ltd., Toronto wi pi range trom $2,750 to $4,205 a year. | 


ol education or 
cation 


ed or high 
equipment 
mmission, 


INFORMATION 
SERVICE 


"etc ” lA 


THE Free to Subscribers 
HANGING FOLDER 
WITH 
ADJUSTABLE The Subscriber's Information Department will 
~~ TAB 


supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


.M. wide 0 


Write us whenever you are interested in learn- 


ing the source an articulg ice vic 
Your “filing and finding” problems disappear when g ” ce of y particul ut Office service, 


you use Guide-O-folders in your active files 


in; Not article of brand name and we will endeavor 
only do you save both time and money but you 
remove the drudgery from the filing department 


and make it a pleasant place to work 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O 


folders just glide back and forth on their steel OFFICE MANAGEMENT 
frames with finger tip ease 


Ask your local stationer or office equipment dealer 


: ipment deale: and EQUIPMENT 
to show you how Guide-O-folders will solve your 
filing and finding problems 


The Magazine for Office Executives 
GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street 


to promptly advise you where it can be located. 


New York 13, N. ¥. 


212 FIFTHAVENUE NEW YORK 10,N. Y 
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a 
%, 
Dick, and Harry take the place of inventors and research | Mm hea Exclusively Manufactured by ¢ 
engineers, is a long, long road, and that our job is to use uper- 0 Federal Loose Leaf Corp. ee 
know-how to preserve perspective, recognize the true trom, mes 
the false, and establish office systems worthy ot the great LOOSE LEAF NEW! ee 
American tradition of efficiency. reik 
DER ECONOMICAL! ae 
a ; - ¥ 


Art in the office? EFFICIENT! 


The Super-Lok Loose Leaf 
Binder (Pat. No. 2,568,227) 
incorporates new and simpli 
fied features in the lock- 
ing mechanism. Provides 
smooth, easy and non-stick 
ing operation—and prolong 
ed life, efficiency and im- 
proved appearance 


(From page 26) 


one ° . ° ° . oi. “ 
The unique experiment in Wisconsin has already become 


more than that—it is a success. And perhaps one of the 


greatest reasons for its success is that it does not represent 


just a decorative facade applied at the last moment for 
prestige or publicity—although both of these have stemmed 


oo 
from it. It is the sincere expression of a company policy: Corsa is pow being mood 
that “industry as the bone and flesh of society has a direct me Erma from coast to esent 
FY ind continuing responsibility to the soul of society, the Can, be mode to snecifientions 
humanizing things in life, in this case—art.” ee ee ee ee ; 
The philosophy prompting Mr. Spaeth throughout is best with or without window in ! 
expressed in his own words, in the foreword to the cata- i erety 
logue for the first exhibit: heavy, imitation leather. of ay 
“Since first announcing my plans for art at Meta-Mold, me wow 
I have been asked many times, what's the idea? What's it Write today for quotations 
all about? The answer is simple. The idea, to me, is selt Oe eee eee 
evident. In our homes we do what we can to make our *Registered U. S. Patent Office 


surroundings pleasant; so far as we can, we capture beauty 
for our delight. But much more of our waking hours are 
spent at work than anywhere else. If we need beauty in our 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL LOOSE LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


lives—and we certainly do—then our working hours are 


at least as important as the rest.” 


Pies 
Ask your stationer to show you the / Ee: 
DESK PEN SET with / mate ‘ 
The PEN THAT FILLS ITSELF i 
and lets you > : : 
choase the right point — 
for the way you write...by number " 
The Esterbrook Pen Company, Camden 1, New Jersey % 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD a: 
92 FLEET ST., EAST; TORONTO, ONTARIO < 
‘acne FOR ALL TRAVELERS e 
e aurv4 WHEELS........ ' ee by train, bus, plane or automobile, 
GREATER VERSATILITY oo for pleasure, on private 
° ALL STEEL CONSTRUCTION... usiness or government service, gs 
LASTS LONGER BEACH'S ne 
ASK ¢ FEATHER-TOUCH LEVER OPERATION... “Common Sense” i# 
FOR LESS EFFORT REQUIRED Expense Books and Sheets 
AMAZING LOW PRICE are best for keeping track of ex- eae 
pense. There is a Personal Expense 
, Book, too, for records at home. 
PBR NC _MACHINE: CO. ; ‘ Beach Publishing Co. : x 
700 JAMAICA AVE. BROOKLYN 8, N. ¥. be” Oe 7338 Woodward Ave., Detroit 2, Mich. .P 


August, 1953 


OFFICE MANAGEMENT 


ae Se. 4 < = es Tae Ph, Pe oe ae ee SS ci “fe bert 5 pti ae ae’) ie be ee: go: 
BY so ¥ <r 3 Bas je eas ; +a Laem. ‘i a a td an ih eer +f pl ae : Err al A ‘a YP Aa $y or 
=> z ; ee 2 Se ae ee oe + ae ¥ pit ‘Nid oo ee ; , ‘ae " 
ie: = : Pal oe ele ai re. aol ee Tt ee es a . "§ KS. 
a i aS i ay ear ; , ‘oe 4 ’ i . \ 
b ad a 
i . +: 
a “a 
fF YS at : 
a Qn Re 
\ f/ \\ \4 y Pod . 
| es VA ie 
bh! 
ee Pas ws 
aos]sdYSY)Y}JSr—H!|!"]—— en ess i 
y 
a 
o 
SS a ‘* 
Po ee 7q7 Be 
; : iy: 
¥ 
t ’ "i 5g ; Ro r rer . iy a oe") ee i a, wi ; ne a P iv 
no Nes So S Fe a ae eRe ee. el ee Ted ’ A oe BY i wo Gay < . vt Ten te 
Be ley ¥ : | Bie. a - | Sf = awe ie lh yi pee 4: 2 
i's ; een . ; Be! | sf. Bae Sl: of ies a ee at : aks : ee ge Oe oe) ¥ Ag ; , 


uth of the order... 
000 all 's in 


~ 
\ ag F 
ad 


In Mexico mistakes just GO! The Mexican way is the easiest 
way, the American way, the world’s-best way, the Weldon 
Roberts way, of correcting mistakes in any language! 


Users everywhere pick Weldon Roberts Erasers for absolute 
quality, dependability, uniformity ——plus biggest selection of 
exactly-suited sizes, shapes and textures for specific erasing uses. 


Refresh your memory NOW on 
all of the advantages of Weldon 
Roberts Erasers. Ask your 
dealer. 


930> 


ENSEMBLE (Pink & Gray Rubber). A combination 
eraser that does most everything. Handy,  bias- 
beveled shape. Soft, pink pencil rubber joined to 
soft. gray ink eraser. For ink, pencil and crayon 
erasing. 


4 9000 SUEDE WHISK (Weldon Roberts Eraser 
No. 900 SUEDE with brush attached). Makes quick, 
clean erasures on any kind of paper. immensely 
ponular because of its softer gray texture and slightly 
octagonal shape. 


440 _— — 
GREEN GLOW) — Wakdon Roberts Enananr 
Soft, smooth, pliable | Gre el ‘Glow 


oN ae eraser in attractive 440 weoe j 
green color for pencil erasures and + er 
cleaning work. Features the “stubby” | ye 
shape with beveled ends. For office, \ sli ie a“ 


drafting, art, school 


and general use. 
(Large size, No. 441) 


. 

JET ERASER p Convenient cylindrical stick eraser in attrac- 
tive, transparent plastic holder. Top unscrews so eraser can be 
moved outward. Red rubber for pencil erasing, gray rubber 
for ink. Pocket clip style for general use. Brush whisk style for 
typists. Refills. Top for typing, accounting, drafting, profesional 
and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


J 


Errands 


Correct Mistakes in Any Language 
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Enjoy added prestige, greater comfort, 
increased business efficiency in a modern office 
planned by your Leopold dealer. He has the training 


and experience to help you select the proper 


functional Leopold furniture of distinction . . . and the DEALERS 


right accessories . . . color schemes, lighting, 
. : a ; PROVIDE COMPLETE 
sound proofing, drapery and floor coverings . .. to make 


your office comfortable, attractive as well as efficient OFFICE-PLANNING 


. for business in the gracious manner. 
SERVICE AT 
Take advantage of this plus service. 


Write us for the name and address of NO EXTRA COST 


your Leopold dealer today. 


nt LEQ0OLA courant 


BURLINGTON, IOWA 
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This Underwood Sundstrand Model E 
is $o @ady, So automatic ! 


Sti (he having Wing 


Wings in your finger tips? Yes! and you'll all kinds of miscellaneous adding-figuring 
feel as though you had brains in them, too work, too. 

... because the Model E has a mechanical 
brain...a control plate that directs auto- 
matic operations. A mechanical brain that 
enables you to speed work, cut errors, save 
time, money, effort! 


You can't help being enthusiastic about 
this low-cost, all-purpose Model E Ac- 
counting Machine, once you’ve tried it! 

The Underwood Sundstrand Model E is 
really a wonderful buy! 

And don’t forget the touch-operated See it demonstrated! Mail the coupon or 


Sundstrand 10-key keyboard. So easy to call your Underwood Representative today. 
operate! 


There's nothing simpler! There's 
Talk about flexibility! Withthismachine nothing speedier! There’s nothing 
you can post a variety of records and do more automatic! 


° . . 
conrene—rsnrnwoonconvorsrios Underwood Sundstrand Accounting Machines [UNDERWOOD ] 
ee . . . . *e . . . . . . . . . . . . om . . . . . . ba . © 
. OM-S-55 
C P « Underwood Corporation, One Park Ave., New York 16, N.Y. 
Underwood 7 aA 1 n . Pleas 1 lit furth lescrit y U 
< ase send literature, further describing your Underwood Sundstrand 
Sundstrand Underwood orpor { Oo e Model E Machine. ; 
A nting Machi: A M 6 I would like to have a demonstration. 
T eu ¢ ( t k °® Nome 7 


One Park Avenue, New York 16, N.Y o 


nderwond mite _ ynads e 
The Origine! Underw dL I 1, ¢ a ° an 
Tewch Methed 
“neytoard. Sales and Service Everywhere 


© City State 
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